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Executive  Officer 
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Commissioner 


ADRIENNE  PON 

Commissioner 


Kate  Favetti 
Executive  Officer 


Subject:  Proposed  Amendments  to  the  Civil  Service  Commission  Rules  on 

Leaves  of  Absence;  Add  a Section  to  the  Definition  of  Sick  Leave: 
Sick  Leave  - Illness  or  Medical  Appointment  of  a Parent,  Spouse 
or  Registered  Domestic  Partner  of  the  Employee. 


The  Civil  Service  Commission  at  its  meeting  of  January  5,  2000  directed  the 
Executive  Officer  to  post  for  adoption  Proposed  Amendments  to  the  Civil  Service 
Commission  Rules  on  Leaves  of  Absence  to  add  a section  to  the  definition  of  Sick 
Leave:  Sick  Leave  - Illness  or  Medical  Appointment  of  a Parent,  Spouse  or 
Registered  Domestic  Partner  of  the  Employee  and  forward  to  the  Board  of 
Supervisors  as  required  by  Charter  Section  10.101. 


These  Rule  amendments  are  required  to  implement  changes  in  California  State  Labor 
Code  - Section  233,  which  became  effective  on  January  1,  2000.  Employers  who 
provide  sick  leave  for  employees  are  now  required  to  permit  an  employee  to  use  in 
any  calendar  year,  up  to  one  half  the  employee’s  accrued  and  available  sick  leave 
entitlement  to  attend  to  the  illness  of  a child,  parent,  or  spouse  of  the  employee. 

Employees  covered  by  Civil  Service  Commission  Rules  governing  sick  leave  are 
covered  by  this  benefit.  The  Rules  currently  allow  employees  to  utilize  sick  leave 
for  illness  or  medical  appointment  of  a child.  Employees  shall  now  be  allowed  to 
utilize  sick  leave  to  attend  to  an  illness  of  a parent  or  spouse  of  the  employee. 


Consistent  with  City  policy  on  domestic  partners,  employees  shall  be  allowed  to 
utilize  sick  leave  to  attend  to  the  illness  of  the  employee’s  registered  domestic 
partner. 


25  Van  Ness  avenue,  Suite  720  • San  Francisco,  CA  94102-6033  • (415)  252-3247  • Fax  (415)  252-3260 


CSC  Memorandum  2000-02 
JanuarN  24,  2000 
Page  2 

In  accordance  with  Charter  Section  10.101  the  amendments  to  Sick  Leave  are  subject  to  the 
approval  of  the  Board  of  Supervisors. 

The  proposed  amendments  to  the  Civil  Service  Commission  Rules  on  Leaves  of  Absence 
cover  all  employees  including  the  Uniformed  Ranks  of  Police  and  Fire  Departments,  and  add 
to  the  definition  on  Sick  Leave  a provision  that  allows  employees  to  use  sick  leave  for  illness 
or  medical  appointment  of  a parent,  spouse  or  registered  domestic  partner  of  the  employee  to 
comply  with  Legislative  Bill  AB  109  amending  Section  233  of  the  Labor  Code  and  City 
Policy  on  Domestic  Partners. 

Attached  is  a copy  of  the  proposed  amendments  to  the  Civil  Service  Commission  Rules.  The 
Civil  Service  Commission  staff  is  available  to  answer  questions  regarding  the 
implementation  of  this  Rule.  Requests  to  meet  on  these  Rule  amendments  must  be  directed 
to  Kate  Favetti,  Executive  Officer,  25  Van  Ness  Avenue,  Suite  720,  San  Francisco,  CA 
94102  by  February  3,  2000. 


CIVIL  SERVICE  COMMISSION 


KATE  FAVETTI 
Executive  Officer 
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Applicability: 


The  provisions  of  Rule  20  apply  to  all  officers  and  employees  except  as  noted  or  as 
specifically  excluded,  or  except  as  may  be  superceded  by  a collective  bargaining 
agreement  for  those  employees  subject  to  Charter  Sections  8.409  and  8 590. 
However,  all  definitions  in  this  Rule  are  applicable  to  employees  in  all  classes. 

Definition  of  Sick  Leave 


Sick  Leave  - Bereavement 

For  absence  because  of  the  death  of  any  other  person  to  whom  the  employee 
may  be  reasonably  deemed  to  owe  respect;  leave  shall  be  for  not  more  than  one 
working  day;  however,  two  additional  working  days  shall  be  granted  if  travel 
outside  the  State  of  California  is  required  as  a result  of  the  person's  death. 

Sick  Leave  - Maternity 

Absence  due  to  the  employee's  pregnancy  or  convalescent  period  following 
childbirth.  Such  leave  shall  not  exceed  six  months  provided  that  such  leave  may 
be  extended  for  permanent  employees  if  a physician  certifies  that  a longer 
convalescence  period  is  required.  Such  extensions  shall  be  subject  to  the 
provisions  of  this  Rule  governing  sick  leave  without  pay. 

Sick  Leave  - Illness  or  Medical  Appointment  of  Child 

Absence  because  of  the  illness,  injury,  or  medical  or  dental  appointment  of  a 
biological  or  adoptive  child,  or  child  for  whom  the  employee  has  parenting  or 
child  rearing  responsibilities. 

SICK  LEAVE  - ILLNESS  OR  MEDICAL  APPOINTMENT  OF  A 

PARENT.  SPOUSE  OR  REGISTERED  DOMESTIC  PARTNER 

ABSENCE  BECAUSE  OF  ILLNESS.  INJURY  OR  MEDICAL 

APPOINTMENTS  OF  THE  EMPLOYEE’S  PARENT.  SPOUSE  OR 

REGISTERED  DOMESTIC  PARTNER. 


Sick  Leave  - Compulsory 

Leave  imposed  by  an  appointing  officer  due  to  an  employee's  medical  inability 
or  incapacity  to  perform  all  the  duties  of  the  position  as  provided  elsewhere  in 
this  Rule. 
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Karen  Clopton 
President 


Rosabella  Safont 
Vice  President 


Donald  a.  Casper 
Commissioner 

Morgan  R.  Gorrono 
Commissioner 

Adrienne  Pon 
Commissioner 

Kate  Favetti 
Executive  Officer 


Civil  Service  Commission 
City  and  County  of  San  Francisco 


April  5,  2000 


NOTICE  OF  CIVIL  SERVICE  CQIVIIVIISSION  ACTION 

SUBJECT:  CIVIL  SERVICE  COMMISSION  RUF.ES  - VOITIME  l\ 

APPLICABLE  TO  SERVICE  CRITICAL  Cl  ASSES  - 

MUNICIPAL  TRANSPORTATION  AGENCY. 

At  its  meeting  of  April  3,  2000  the  Civil  Service  Commission  had  for  its 
consideration  the  above  matter. 

It  was  the  decision  of  the  Commission  to  post  for  adoption  the  proposed 
amendments  to  the  Civil  Service  Commission  Rules  to  implement  Charter  Section  8A 
(Proposition  E,  1 1/99)  creating  the  Municipal  Transportation  Agency  by  adding 
Volume  IV  - Civil  Service  Commission  Rules  Applicable  to  Service  Critical  Classes  - 
Municipal  Transportation  Agency  to  become  effective  July  1,  2000. 

If  this  matter  is  subject  to  the  Code  of  Civil  Procedure  (CCP)  Section  1094.5,  the 
time  within  judicial  review  must  be  sought  is  set  forth  in  CCP  Section  1094.6. 


CIVIL  SERVICE  COMMISSION 


KATE  FAVETTI 
Executive  Officer 


cc:  Michael  Bums,  Municipal  Transportation  Agency 
Andrea  Gourdine,  Department  of  Human  Resources 
'^'San  Francisco  Public  Library 
Commission  Bulletin  Board 
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ARTICLE  VIIIA:  THE  MUNICIPAL  TRANSPORTATION  AGENCY 


Sec.  8A.100. 

Preamble. 

Sec.  8A.101. 

Municipal  Transportation  Agency. 

Sec.  8A.102. 

Governance  and  Duties. 

Sec.  8A.103. 

Service  Standards  and 
Accountability. 

Sec.  8A.104. 

Personnel  and  Merit  System. 

Sec.  8A.105. 

Municipal  Transportation  Fund. 

Sec.  8A.106. 

Budget. 

Sec.  8A.107. 

Municipal  Transportation  Quality 
Review. 

Sec.  8A.108. 

Fare  Changes  and  Route 
Abandonments. 

Sec.  8A.109. 

Additional  Sources  of  Revenue. 

Sec.  8A.110. 

Planning  and  Zoning. 

Sec.  8A.111. 

Citizens'  Advisory  Council. 

Sec.  8A.112. 

Parking  and  Traffic;  Incorporation 
Into  Agency. 

Sec.  8A.113. 

Parking  and  Traffic;  Governance. 

SEC.  8A.100. 

PREAMBLE. 

(a)  The  Municipal  Railway  and  the  Department 
of  Parking  and  Traffic  are  vital  to  the  economic  and 
social  fabric  of  San  Francisco.  San  Francisco's  transit 
system  should  be  comparable  to  the  best  urban  transit 
systems  in  the  world's  major  cities.  Specifically,  San 
Francisco  residents  require: 

1.  Reliable,  safe,  timely,  frequent,  and 
convenient  service  to  all  neighborhoods; 

2.  A reduction  in  breakdowns,  delays,  over- 
crowding, preventable  accidents; 

3 . Clean  and  comfortable  vehicles  and  stations , 
operated  by  competent,  courteous,  and  well  trained 
employees; 

4.  Support  and  accommodation  of  the  special 
transportation  needs  of  the  elderly  and  the  disabled; 

5.  Protection  from  crime  and  inappropriate 
passenger  behavior  on  the  Municipal  Railway;  and 

6.  Responsive,  efficient,  and  accountable 
management. 

Through  this  measure,  the  voters  seek  to  provide 
the  transportation  system  with  the  resources,  indepen- 
dence and  focus  necessary  to  achieve  these  goals. 


The  voters  find  that  one  of  the  impediments  to 
achieving  these  goals  in  the  past  has  been  that 
responsibility  for  transportation  has  been  diffused 
throughout  City  government.  Accordingly,  this 
Article  places  within  the  Municipal  Transportation 
Agency  the  powers  and  duties  relating  to  transit  now 
vested  in  other  departments,  boards,  and  commissions 
of  the  City  and  County.  This  Article  further  requires 
that,  to  the  extent  other  City  and  County  agencies 
provide  services  to  the  Municipal  Transportation 
Agency,  those  departments  must  give  the  highest 
priority  to  the  delivery  of  such  services. 

At  the  same  time,  this  Article  is  intended  to 
ensure  sufficient  oversight  of  the  Municipal  Transpor- 
tation Agency  by,  among  other  things,  preserving  the 
role  of  the  City's  Controller  as  to  financial  matters, 
the  City  Attorney  as  to  legal  matters,  and  the  Civil 
Service  Commission,  as  to  merit  system  issues.  In 
addition,  this  Article  requires  that  outside  audits  be 
performed  to  ensure  that  required  service  levels  are 
obtained  with  a minimum  of  waste. 

This  Article  also  requires  that  the  Municipal 
Transportation  Agency  develop  clear,  measured 
performance  goals,  and  publicize  both  its  goals  and 
its  performance  under  those  goals.  As  the  workers 
of  the  Municipal  Transportation  Agency  are  vital  to 
the  improvements  the  voters  seek,  this  Article 
authorizes  incentives  for  excellence,  and  requires 
accountability— for  both  managers  and  employees— 
when  performance  falls  short. 

Finally,  this  Article  is  intended  to  strengthen  the 
Municipal  Transportation  Agency's  authority  to:  1) 
manage  its  employees;  2)  establish  efficient  and 
economical  work  rules  and  work  practices  that 
maximize  the  Agency's  responsiveness  to  public, 
needs;  and  3)  protect  the  Railway's  right  to  select, 
train,  promote,  demote,  discipline,  layoff  and 
terminate  employees,  managers,  and  supervisors  based 
upon  the  highest  standards  of  customer  service, 
efficiency  and  competency. 

(b)  The  Department  of  Parking  and  Traffic 
performs  functions  vital  tn  ■’  ' 
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Mumeipal  Railway,  Congestion  on  city  streets  causes 
delays  in  transit  operations.  Therefore,  the  Municipal 
Transportation  Agency  must  ensure  that  transit 
vehicles  move  through  City  streets  safely  and 
efficiently. 

In  addition,  the  residents  of  San  Francisco  require 
that  the  Department  of  Parking  and  Traffic:  1)  value 
and  protect  pedestrians  and  bicyclists;  2)  reduce 
congestion  and  air  pollution  through  efficient  use  of 
the  streets;  and  3)  protect  the  City's  economic  health 
by  giving  priority  to  commercial  deliveries  and  access 
to  local  businesses. 

(c)  This  Article  shall  be  interpreted  and  applied 
in  conformance  with  the  above  goals.  (Added 
November  1999) 

SEC.8A.101.  MUNICIPAL  TRANSPORTATION 
AGENCY. 

(a)  There  shall  be  a Municipal  Transportation 
Agency.  The  Agency  shall  include  a Board  of 
Directors  and  a Director  of  Transportation.  The 
Agency  shall  include  the  Municipal  Railway  and  the 
Department  of  Parking  and  Traffic,  as  well  as  any 
other  departments,  bureaus  or  operating  divisions 
hereafter  created  or  placed  under  the  Agency.  There 
shall  also  be  a Citizens  Advisory  Committee  to  assist 
the  Agency. 

(b)  Effective  March  1,  2000,  the  Agency  shall 
succeed  to  and  assume  all  powers  and  responsibilities 
of  the  Public  Transportation  Commission. 

(c)  Effective  July  1,  2000,  the  Municipal 
Railway  shall  become  a department  of  the  Agency  and 
the  full  provisions  of  this  Article  shall  be  applicable. 

(d)  The  Department  of  Parking  and  Traffic, 
upon  its  incorporation  into  the  Agency  pursuant  to 
Section  8A.112,  shall  become  a separate  department 
of  the  Agency. 

(e)  The  Board  of  Supervisors  shall  have  the 
power,  by  ordinance,  to  abolish  the  Taxi  Commission 
created  in  Section  4.133,  and  to  transfer  the  powers 
and  duties  of  that  commission  to  the  Agency’s  Board 
of  Directors. 

(f)  Any  transfer  of  functions  occurring  as  a 
result  of  the  above  provisions  shall  not  adversely 
affect  the  status,  position,  compensation,  or  pension  or 
retirement  rights  and  privileges  of  any  civil  service 
employees  who  engaged  in  the  performance  of  a 
function  or  duty  transferred  to  another  office,  agency, 
or  department  pursuant  to  this  measure. 


(g)  Except  as  expressly  provided  in  this  Article, 
the  Agency  shall  comply  with  all  of  the  restrictions 
and  requirements  imposed  by  the  ordinances  of  the 
City  and  County,  including  ordinances  prohibiting 
discrimination  of  any  kind  in  employment  and 
contracting,  such  as  Administrative  Code  Chapters 
12B  et  seq.,  as  amended  from  time  to  time.  The 
Agency  shall  be  solely  responsible  for  the 
administration  and  enforcement  of  such  requirements. 

(h)  The  Agency  may  contract  with  existing  City 
and  County  departments  to  carry  out  any  of  its  powers 
and  duties.  Any  such  contract  shall  establish 
performance  standards  for  the  department  providing 
the  services  to  the  Agency,  including  measurable 
standards  for  the  quality,  timeliness,  and  cost  of  the 
services  provided.  All  City  and  County  departments 
must  give  the  highest  priority  to  the  delivery  of  such 
services  to  the  Agency. 

(i)  The  Agency  may  not  exercise  any  powers 
and  duties  of  the  Controller  or  the  City  Attorney  and 
shall  contract  with  the  Controller  and  the  City 
Attorney  for  the  exercise  of  such  powers  and  duties. 
(Added  November  1999) 

SEC.  8A.102.  GOVERNANCE  AND  DUTIES. 

(a)  The  Agency  shall  be  governed  by  a board  of 
seven  directors  appointed  by  the  Mayor  and  confirmed 
after  public  hearing  by  the  Board  of  Supervisors.  All 
initial  appointments  must  be  made  by  the  Mayor  and 
submitted  to  the  Board  of  Supervisors  for  confirmation 
no  later  than  February  1,  2000.  The  Board  of 
Supervisors  shall  act  on  those  initial  appointments  no 
later  than  March,  1 , 2000  or  those  appointments  shall 
be  deemed  confirmed. 

At  least  four  of  the  directors  must  be  regular 
riders  of  the  Municipal  Railway,  and  must  continue  to 
be  regular  riders  during  their  terms.  The  directors 
must  possess  significant  knowledge  of,  or  professional 
experience  in,  one  or  more  of  the  fields  of 
government,  finance,  or  labor  relations.  At  least  two 
of  the  directors  must  possess  significant  knowledge  of, 
or  professional  experience  in,  the  field  of  public 
transportation.  During  their  terms,  all  directors  shall 
be  required  to  ride  the  Municipal  Railway  on  the 
average  once  a week. 

Directors  shall  serve  four-year  terms,  provided, 
however,  that  two  of  the  initial  appointees  shall  serve 
for  terms  ending  March  1 , 2004,  two  for  terms  ending 
March  1,2003,  two  for  terms  ending  March  1,2002, 
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and  one  for  a term  ending  March  1,  2001.  Initial 
terms  shall  be  designated  by  the  Mayor.  No  person 
may  serve  more  than  three  terms  as  a director.  A 
director  may  be  removed  only  for  cause  pursuant  to 
Anicle  XV.  The  directors  shall  annually  elect  a chair. 
The  chair  shall  serve  as  chair  at  the  pleasure  of  the 
directors.  Directors  shall  receive  reasonable  com- 
pensation for  attending  meetings  of  the  Agency  which 
shall  not  exceed  the  average  of  the  two  highest 
compensations  paid  to  the  members  of  any  board  or 
commission  with  authority  over  a transit  system  in  the 
nine  Bay  Area  counties. 

(b)  The  Agency  shall: 

1 . Have  exclusive  charge  of  the  construction, 
management,  supervision,  maintenance,  extension, 
operation,  use,  and  control  of  all  property,  as  well  as 
the  real,  personal,  and  financial  assets  of  the 
Municipal  Railway;  and  have  exclusive  authority  over 
contracting,  leasing,  and  purchasing  by  the  Municipal 
Railway,  provided  that  any  Agency  contract  for 
outside  services  shall  be  subject  to  Charter  Sections 
10.104(12)  and  10.104(15).  Ownership  of  any  of  the 
real  property  of  the  City  and  County  shall  not  be 
transferred  to  any  private  entity  pursuant  to  any  such 
contract; 

2.  Have  the  sole  power  and  authority  to  enter 
into  such  arrangements  and  agreements  for  the  joint, 
coordinated,  or  common  use  with  any  other  public 
entity  owning  or  having  jurisdiction  over  rights-of- 
way,  tracks,  structures,  subways,  tunnels,  stations, 
terminals,  depots,  maintenance  facilities,  and  transit 
electrical  power  facilities; 

3.  Have  the  sole  power  and  authority  to  make 
such  arrangements  as  it  deems  proper  to  provide  for 
the  exchange  of  transfer  privileges,  and  through- 
ticketing  arrangements,  and  such  arrangements  shall 
not  constimte  a fare  change  subject  to  the  requirements 
of  Sections  8A.106  and  8A.108; 

4.  Have  the  authority  to  arrange  with  other 
transit  agencies  for  bulk  fare  purchases,  provided  that 
if  passenger  fares  increase  as  a result  of  such 
purchases,  the  increase  shall  be  subject  to  review  by 
the  Board  of  Supervisors  pursuant  to  Sections  8 A.  106 
and  8A.  108; 

5.  Notwithstanding  Section  2. 109,  and  except, 
as  provided  in  Sections  8A.106  and  8A.108,  have 
exclusive  authority  to  fix  the  fares  charged  by  the 
Municipal  Railway  and  all  other  rates,  fees,  and 
charges  for  services  provided  by  the  Agency; 


6.  Have  the  authority  to  conduct  investigations 
into  any  matter  within  its  jurisdiction  through  the 
power  of  inquiry,  including  the  power  to  hold  public 
hearings  and  take  testimony,  and  to  take  such  action  as 
may  be  necessary  to  act  upon  its  findings;  and 

7.  Exercise  such  other  powers  and  duties  as 
shall  be  prescribed  by  ordinance  of  the  Board  of 
Supervisors. 

(c)  The  Agency's  board  of  directors  shall; 

1.  Appoint  a director  of  transportation,  who 
shall  serve  at  the  pleasure  of  the  board.  The  director 
shall  be  employed  pursuant  to  an  individual  contract. 
His  or  her  compensation  shall  be  comparable  to  the 
compensation  of  the  chief  executive  officers  of  the 
public  transportation  systems  in  the  United  States 
which  the  directors,  after  an  independent  survey, 
determine  most  closely  resemble  the  Agency  in  size, 
mission,  and  complexity.  In  addition,  the  Agency 
shall  provide  an  incentive  compensation  bonus  plan 
for  the  director  of  transportation  based  upon  the 
Agency's  achievement  of  the  milestones  adopted 
pursuant  to  Section  8A.103. 

2.  Appoint  an  executive  secretary  who  shall  be 
responsible  for  administering  the  affairs  of  the 
directors  and  who  shall  serve  at  the  pleasure  of  the 
board. 

(d)  The  director  of  transportation  shall  appoint 
all  subordinate  personnel  of  the  Agency,  including  a 
deputy  director  for  the  Municipal  Railway,  and.  upon 
its  incorporation  into  the  Agency,  a deputy  director 
for  Parking  and  Traffic.  The  deputy  directors  shall 
serve  at  the  pleasure  of  the  director  of  transportation. 
The  director  of  transportation  may  serve  as  the  deputy 
director  for  the  Municipal  Railway,  but  shall  not  be 
entitled  to  any  greater  compensation  or  benefits  on  that 
basis. 

(e)  Upon  recommendation  of  the  city  attorne> 
and  the  approval  of  the  board  of  directors,  the  cit} 
attorney  may  compromise,  settle,  or  dismiss  any 
litigation,  legal  proceedings,  claims,  demands  or 
grievances  which  may  be  pending  for  or  on  behalf  ut. 
or  against  the  Agency  relative  to  any  matter  or 
property  solely  under  the  Agency's  jurisdiction 
Unlitigated  claims  or  demands  against  the  .Agency 
shall  be  handled  as  set  forth  in  Charter  Section  6. 102 
Any  payment  pursuant  to  the  compromise,  settlement, 
or  dismissal  of  such  litigation,  legal  proceedings, 
claims,  demands,  or  grievances,  unless  otherwise 
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specified  by  the  Board  of  Supervisors,  shall  be  made 
from  the  Municipal  Transponation  Fund. 

(f)  The  Agency's  board  of  directors,  and  its 
individual  members,  shall  deal  with  administrative 
matters  solely  through  the  director  of  transportation  or 
his  or  her  designees.  Any  dictation,  suggestion,  or 
interference  by  a director  in  the  administrative  affairs 
of  the  Agency,  other  than  through  the  director  of 
transportation  or  his  or  her  designees,  shall  constitute 
official  misconduct;  provided,  however,  that  nothing 
herein  contained  shall  restrict  the  directors'  powers  of 
hearing  and  inquiry  as  provided  in  this  Section. 

(g)  E.xcept  to  the  extent  otherwise  provided  in 
this  Article,  the  Agency  shall  be  subject  to  the 
provisions  of  this  Charter  applicable  to  boards, 
commissions,  and  departments  of  the  City  and  County, 
including  Sections  2. 1 14,  3.105,  4.101, 4.103,  4.104, 
4.113,9^^118.  16.100,  and  A8. 346.  Sections  4. 102, 
4.126,  and  4.132  shall  not  be  applicable  to  the 
Agency.  (Added  November  1999) 

SEC.  8A.103.  SERVICE  STANDARDS  AND 
ACCOLN-T.ABILITY. 

(a)  The  Municipal  Railway  shall  be  restored  as 
soon  as  practicable  to  a level  of  service  measured  in 
service  hours  which  is  not  less  than  that  provided 
under  the  schedule  of  service  published  in  the  April 
1996  timetable,  although  not  necessarily  in  that 
configuration. 

(b)  No  later  than  July  1 , 2000,  and  by  July  1 of 
each  year  thereafter,  the  Agency  shall  adopt  mile- 
stones for  the  achievement  of  the  goals  specified  in 
subsections  (c)  and  (d).  Milestones  shall  be  adopted 
for  each  mode  of  transportation  of  the  Municipal 
Railway,  and  for  the  Municipal  Railway  as  a whole, 
with  the  goal  of  full  achievement  of  the  standards  set 
in  subsection  (c)  no  later  than  July  1 . 2004. 

(c)  The  standards  for  the  Agency  with  respect  to 
the  services  provided  by  the  Municipal  Railway  shall 
include  the  following  minimum  standards  for  on-time 
performance  and  service  delivery: 

1 . On-time  performance:  at  least  85  percent  of 
vehicles  must  run  on-time,  where  a vehicle  is 
considered  on-time  if  it  is  no  more  than  one  minute 
early  or  four  minutes  late  as  measured  against  a 
published  schedule  that  includes  time  points;  and 

2.  Service  delivery':  98.5  percent  of  scheduled 
service  hours  must  be  delivered,  and  at  least  98.5 


percent  of  scheduled  vehicles  must  begin  service  at  the 
scheduled  time. 

(d)  The  standards  for  both  managers  and 
employees  of  the  Agency  with  respect  to  the  services, 
provided  by  the  Municipal  Railway  shall  also  include 
other  measurable  standards  for  system  reliability, 
system  performance,  staffing  performance,  and 
customer  service,  including: 

1.  Passenger,  public,  and  employee  safety  and 
security; 

2.  Coverage  of  neighborhoods  and  equitable 
distribution  of  service; 

3.  Level  of  crowding; 

4.  Frequency  and  mitigation  of  accidents  and 
breakdowns; 

5.  Improvements  in  travel  time,  taking  into 
account  adequate  recovery  and  lay-over  times  for 
operators; 

6.  Vehicle  cleanliness,  including  absence  of 
graffiti; 

7.  Quality  and  responsiveness  of  customer 
service; 

8.  Employee  satisfaction: 

9.  Effectiveness  of  the  preventive  maintenance 
program;  and 

10.  Frequency  and  accuracy  of  communications 
to  the  public. 

(e)  The  performance  measures  adopted  in 
Section  4 of  this  measure  shall  be  published  as  rules  of 
the  Agency  and  utilized  to  determine  the  achievement 
of  the  performance  standards  and  milestones  adopted 
by  the  Agency  for  the  Municipal  Railway.  The 
performance  measures  shall  be  subject  to  amendment 
after  public  hearing  by  a vote  of  the  Agency  board. 
The  Agency  shall  regularly  publish  repons  on  its 
attainment  of  those  standards  and  milestones.  Nothing 
herein  shall  prohibit  the  Agency  from  using  additional 
performance  measures.  (Added  November  1999) 

SEC.  8A.104.  PERSONNEL  AND  MERIT 
SYSTEM. 

(a)  The  Agency  shall  establish  its  own 
personnel/labor  relations  office.  The  director  of 
transportation  shall  appoint  a personnel/labor  relations 
manager,  who  shall  serve  at  the  pleasure  of  the 
director  of  transportation. 

(b)  Except  as  otherwise  provided  in  this  Section, 
the  Agency  shall  be  governed  by  the  rules  of  the  civil 
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service  system  administered  by  the  City  and  appeals 
provided  in  civil  service  rules  shall  be  heard  by  the 
City's  Civil  Service  Commission.  Unless  otherwise 
agreed  by  the  Agency  and  affected  employee 
organizations,  appeals  to  the  Civil  Service 
Commission  shall  include  only  those  matters  within 
the  jurisdiction  of  the  Civil  Service  Commission  which 
establish,  implement,  and  regulate  the  civil  service 
merit  system  as  listed  in  Section  A8. 409-3. 

(c)  Effective  July  1,  2000,  except  for  the 
administration  of  health  services,  the  Agency  shall 
assume  all  powers  and  duties  vested  in  the  Department 
of  Human  Resources  and  the  Director  of  Human 
Resources  under  Articles  X and  XI  of  this  Charter  in 
connection  with  job  classifications  within  the 
Municipal  Railway  performing  "service-critical" 
functions.  Except  for  the  matters  set  forth  in 
subsection  (f),  the  Department  of  Human  Resources 
and  the  Director  of  Human  Resources  shall  maintain 
all  powers  and  duties  under  Articles  X and  XI  as  to  all 
other  Agency  employees. 

(d)  On  or  before  April  15,  2000,  the  Agency 
shall  designate  "service-critical"  classifications  and 
functions  for  all  existing  classifications  used  by  the 
Municipal  Railway;  provided,  however,  that 
employees  in  classifications  designated  as  "service- 
critical"  shall  continue  to  be  covered  by  any  Citywide 
collective  bargaining  agreement  covering  their 
classifications  until  the  expiration  of  that  agreement. 

(e)  For  purposes  of  this  Article,  "service- 
critical"  functions  are: 

1 . Operating  a transit  vehicle,  whether  or  not  in 
revenue  service; 

2.  Controlling  dispatch  of,  or  movement  of,  or 
access  to,  a transit  vehicle; 

3.  Maintaining  a transit  vehicle  or  equipment 
used  in  transit  service,  including  both  preventive 
maintenance  and  overhaul  of  equipment  and  systems, 
including  system-related  infrastructure; 

4.  Regularly  providing  information  services  to 
the  public  or  handling  complaints;  and 

5.  Supervising  or  managing  employees 
performing  functions  enumerated  above. 

The  Agency  shall  consult  with  affected  employee 
organizations  before  designating  particular  job 
classifications  as  performing  "service-critical" 
functions.  If  an  employee  organization  disagrees  with 
the  Agency's  designation  of  a particular  job 


classification  as  "service-critical"  pursuant  to  the 
above  standards,  the  organization  may,  within  seven 
days  of  the  Agency's  decision,  request  immediate 
arbitration.  The  arbitrator  shall  be  chosen  pursuant  to 
the  procedures  for  the  selection  of  arbitrators 
contained  in  the  memorandum  of  understanding  of  the 
affected  employee  organization.  The  arbitrator  shall 
determine  only  whether  the  Agency's  designation  is 
reasonable  based  on  the  above  standards.  The 
arbitrator's  decision  shall  be  final  and  binding. 

The  Agency  may  designate  functions  other  than 
those  listed  above,  and  the  job  classifications 
performing  those  additional  functions,  as  "service- 
critical,"  subject  to  the  consultation  and  arbitration 
provisions  of  this  Section.  In  deciding  a dispute  over 
such  a designation,  the  arbitrator  shall  decide  whether 
the  job  functions  of  the  designated  classes  relate 
directly  to  achievement  of  the  goals  and  milestones 
adopted  pursuant  to  Section  8A.103  and  are 
comparable  to  the  above  categories  in  the  extent  to 
which  they  are  critical  to  service. 

(f)  In  addition,  the  Agency  shall,  with  respect  to 
all  Agency  employees,  succeed  to  the  powers  and 
duties  of  the  Director  of  Human  Resources  under 
Article  X to  review  and  resolve  allegations  of 
discrimination,  as  defined  in  Article  XVH,  against 
employees  or  job  applicants,  or  allegations  of 
nepotism  or  other  prohibited  forms  of  favoritism; 
provided,  however,  that  the  Agency's  resolution  of 
allegations  of  discrimination  must  be  approved  by  the 
City’s  Director  of  Human  Resources.  To  the  extent 
resolution  of  a discrimination  complaint  or  request  for 
accommodation  involves  matters  or  employees  beyond 
the  Agency's  jurisdiction,  the  Agency  shall  coordinate 
with  and  be  subject  to  applicable  determinations  of  the 
Director  of  Human  Resources. 

(g)  The  Agency  shall  be  responsible  for  creating 
and,  as  appropriate,  modifying  Municipal  Railway 
bargaining  units  for  classifications  designated  by  the 
Agency  as  "service-critical"  and  shall  establish 
policies  and  procedures  pursuant  to  Government  Code 
section  3507  and  .3507.1  for  creation  and 
modification  of  such  bargaining  units.  When  the 
Agency  creates  or  modifies  a bargaining  unit, 
employees  in  existing  classifications  placed  in  such 
bargaining  unit  shall  continue  to  be  represented  by 
their  current  employee  organizations. 

(h)  The  Agency  may  create  new  classifications 
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of  employees  doing  specialized  work  for  the  Agency. 
Such  classifications  shall  be  subject  to  the  civil  service 
provisions  of  the  Charter  unless  exempted  pursuant  to 
Section  10.104  or  subsection  (i). 

(i)  The  Agency  may  create  new  classifications 
and  positions  in  those  classifications  exempt  from  the 
civil  service  system  for  managerial  employees  in 
addition  to  those  exempt  positions  provided  in  Section 
10.104;  provided,  however,  that  the  total  number  of 
such  exempt  new  positions  shall  not  exceed  1.5 
percent  of  the  Agency’s  total  workforce,  exclusive  of 
the  exempt  positions  provided  in  Section  10. 104.  This 
provision  shall  not  be  utilized  to  eliminate  personnel 
holding  existing  permanent  civil  service  managerial 
positions  on  November  2,  1999. 

Persons  serving  in  exempt  managerial  positions 
shall  serve  at  the  pleasure  of  the  director  of 
transportation.  Such  exempt  management  employees, 
to  the  extent  they  request  placement  in  a bargaining 
unit,  shall  not  be  placed  in  the  same  bargaining  units 
as  non-exempt  employees  of  the  Agency. 

(J)  The  Civil  Service  Commission  shall  annually 
review  both  exempt  and  non-exempt  classifications  of 
the  Agency  to  ensure  compliance  with  the  provisions 
of  subsections  (h)  and  (i). 

(k)  Upon  the  expiration  of  current  labor 
contracts,  and  except  for  retirement  benefits,  the 
wages,  hours,  working  conditions,  and  benefits  of  the 
employees  in  classifications  within  the  Municipal 
Railway  designated  by  the  Agency  as  "service-critical" 
shall  be  fixed  by  the  Agency  after  meeting  and 
conferring  as  required  by  the  laws  of  the  State  of 
California  and  this  Charter,  including  Sections 
A8.346,  A8.404  and  A8.409.  These  agreements  shall 
utilize,  and  shall  not  alter  or  interfere  with,  the  health 
plans  established  by  the  City's  Health  Service  Board; 
provided,  however,  that  the  Agency  may  contribute 
toward  defraying  the  cost  of  employees’  health 
premiums.  For  any  job  classification  that  exists  both 
as  a "service-critical"  classification  in  the  Municipal 
Railway  and  elsewhere  in  City  service,  the  base  wage 
rate  negotiated  by  the  Agency  for  that  classification 
shall  not  be  less  than  the  wage  rate  set  in  the  Citywide 
memorandum  of  understanding  for  that  classification. 

(l)  Notwithstanding  subsection  (k),  the  Agency 
may,  in  its  sole  discretion,  utilize  the  City’s,  collective 
bargaining  agreements  with  any  employee 


organization  representing  less  than  10  percent  of  the 
Municipal  Railway’s  workforce. 

(m)  Notwithstanding  any  limitations  on 
compensation  contained  in  Section  A8.404,  and  in 
addition  to  the  base  pay  established  in  collective 
bargaining  agreements,  all  agreements  negotiated  by 
the  Agency  relating  to  compensation  for  Municipal 
Railway  managers  and  employees  in  classifications 
designated  by  the  Agency  as  "service-critical"  shall 
provide  incentive  bonuses  based  upon  the  achievement 
of  the  service  standards  in  Section  8A.  103(c)  and 
other  standards  and  milestones  adopted  pursuant  to 
Section  8A.103.  Such  agreements  may  provide  for 
additional  incentives  based  on  other  standards 
established  by  the  Agency,  including  incentives  to 
improve  attendance.  The  Agency  shall  also  establish 
a program  that  provides  incentive  bonuses  for  all 
managers,  including  all  managers  exempt  from  the 
civil  service  system,  based  on  the  achievement  of 
these  standards  and  milestones. 

(n)  For  employees  whose  wages,  hours  and 
terms  and  conditions  of  employment  are  set  by  the 
Agency  pursuant  to  Sections  A8.404  or  A8.409  et 
seq.,  the  Agency  shall  exercise  all  powers  of  the  City 
and  County,  the  Board  of  Supervisors,  the  Mayor,  and 
the  Director  of  Human  Resources  under  those 
sections.  For  employees  covered  by  Section  A8.409 
et  seq.,  the  mediation/arbitration  board  set  forth  in 
Section  A8. 409-4  shall  consider  the  following 
additional  factors  when  making  a determination  in  any 
impasse  proceeding  involving  the  Agency:  the 
interests  and  welfare  of  transit  riders,  residents,  and 
other  members  of  the  public;  and  the  Agency’s  ability 
to  meet  the  costs  of  the  decision  of  the  arbitration 
board  without  materially  reducing  service.  The 
Agency  shall  perform  the  functions  of  the  Civil 
Service  Commission  with  respect  to  certification  of  the 
average  of  the  two  highest  wage  schedules  for  transit 
operators  in  comparable  jurisdictions  pursuant  to 
Section  A8. 404(a).  and  conduct  any  actuarial  smdy 
necessary  to  implement  Section  A8. 404(f). 

(o)  The  voters  find  that  unscheduled  employee 
absences  adversely  affect  customer  service. 
Accordingly,  not  later  than  January  1,  2001,  the 
agency  shall  create  a comprehensive  plan  for  the 
reduction  of  unscheduled  absences.  In  addition,  the 
Agency  shall  take  all  legally  permitted  steps  to 
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eliminate  unexcused  absences.  The  Agency  shall  have 
no  authority  to  approve  any  memorandum  of 
understanding  or  other  binding  agreement  which 
restricts  the  authority  of  the  Agency  to  administer 
appropriate  discipline  for  unexcused  absences. 

(p)  Before  adopting  any  tentative  agreement 
reached  as  a result  of  negotiations,  mediation  or 
arbitration,  the  Agency  shall,  at  a duly  noticed  public 
meeting,  disclose  in  writing  the  contents  of  such 
tentative  agreement,  a detailed  analysis  of  the 
proposed  agreement,  a comparison  of  the  differences 
between  the  agreement  reached  and  the  prior 
agreement,  and  an  analysis  of  all  costs  for  each  year 
of  the  term  of  such  agreement.  Such  tentative 
agreement  between  the  Agency  and  employee 
organization  shall  not  be  approved  by  the  Agency  until 
30  days  after  the  above  disclosures  have  been  made. 
(Added  November  1999) 

SEC.8A.105.  MUNICIPAL  TRANSPORTATION 
FUND. 

(a)  There  is  hereby  established  a fund  to  provide 
a predictable,  stable,  and  adequate  level  of  funding  for 
the  Agency,  which  shall  be  called  the  Municipal 
Transportation  Fund.  The  fund  shall  be  maintained 
separate  and  apart  from  all  other  City  and  County 
funds.  Monies  therein  shall  be  appropriated,  ex- 
pended, or  used  by  the  Agency  solely  and  exclusively 
for  the  operation  including,  without  limitation,  capital 
improvements,  management,  supervision,  main- 
tenance, extension,  and  day-to-day  operation  of  1)  the 
Agency;  2)  the  Municipal  Railway;  3)  upon  its 
incorporation  into  the  Agency,  the  Department  of 
Parking  and  Traffic;  and  4)  any  other  division  of  the 
Agency  subsequently  created  and  performing 
transportation-related  functions.  Monies  in  the  Fund 
may  not  be  used  for  any  other  purposes  than  those 
identified  in  this  Section. 

(b)  Beginning  with  the  fiscal  year  2000-2001 
and  in  each  fiscal  year  thereafter,  there  is  hereby  set, 
aside  to  the  Municipal  Transportation  Fund  the 
following: 

1 .  An  amount  (the  "Base  Amount")  which  shall 
be  no  less  than  the  amount  of  all  appropriations  from 
the  General  Fund,  including  all  supplemental 
appropriations,  for  the  fiscal  year  1998-1999  or  the 
fiscal  year  1999-2000,  whichever  is  higher  (the  "Base 
Year"),  adjusted  as  provided  in  subsection  (c),  below. 


for  (1)  the  Municipal  Railway;  and  (2)  all  other  City 
and  County  commissions,  departments  and  agencies 
providing  services  to  the  Municipal  Railway,  including 
the  Department  of  Human  Resources  and  the 
Purchasing  Department,  for  the  provision  of  those 
services.  The  Base  Amount  for  the  Department  of 
Parking  and  Traffic  and  the  Parking  Authority  shall  be 
established  in  the  same  fashion  but  using  fiscal  years 
2000-2001  and  2001-2002  for  the  services  being 
incorporated  into  the  Agency. 

2.  Subject  to  the  limitations  and  exclusions  in 
Sections  4.113  and  16.110,  the  revenues  of  the 
Municipal  Railway,  and,  upon  their  incorporation  into 
the  Agency,  the  revenues  of  the  Department  of 
Parking  and  Traffic,  and  the  Parking  Authority;  and 

3.  All  other  funds  received  by  the  City  and 
County  from  any  source,  including  state  and  federal 
sources,  for  the  support  of  the  Municipal  Railway. 

(c)  The  Base  Amount  shall  initially  be 
determined  by  the  Controller.  Adjustments  to  the 
Base  Amount  shall  be  made  as  follows: 

1 . The  Base  Amount  shall  be  adjusted  for  each 
year  after  fiscal  year  2000-2001  by  the  Controller 
based  on  calculations  consistent  from  year  to  year,  by 
the  percentage  increase  or  decrease  in  aggregate  City 
and  County  discretionary  revenues.  In  determining 
aggregate  City  and  County  discretionary  revenues,  the 
Controller  shall  only  include  revenues  received  by  the 
City  which  are  unrestricted  and  may  be  used  at  the 
option  of  the  Mayor  and  the  Board  of  Supervisors  for 
any  lawful  City  purpose.  Errors  in  the  Controller’s 
estimate  of  discretionary  revenues  for  a fiscal  year 
shall  be  corrected  by  adjustment  in  the  next  year’s 
estimate. 

2.  An  adjustment  shall  also  be  made  for  any 
increases  in  General  Fund  appropriations  to  the 
Agency  in  subsequent  years  to  provide  continuing 
services  not  provided  in  the  Base  Year,  but  excluding 
additional  appropriations  for  one-time  expenditures 
such  as  capital  expenditures  or  litigation  Judgments 
and  settlements. 

3.  Further,  when  new  parking  revenues 
increase  due  to  policy  changes  in  fines,  taxes  or 
newly-created  positions,  the  Base  Amount  shall  be 
reduced  by  50  percent  of  such  increase  to  reduce  the 
Agency's  reliance  on  the  General  Fund. 

(d)  The  Treasurer  shall  set  aside  and  maintain 
the  amounts  required  to  be  set  aside  by  this  Section. 
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logeiher  with  any  interest  earned  thereon,  in  the 
Municipal  Transportation  Fund,  and  any  amounts 
unspent  or  uncommitted  at  the  end  of  any  fiscal  year 
shall  be  carried  forward,  together  with  interest 
thereon,  to  the  next  fiscal  year  for  the  purposes 
specified  in  this  Article.  (Added  November  1999) 

SEC.  SA.106.  BLDGET. 

The  Agency  shall  be  subject  to  the  provisions  of 
Anicle  IX  of  this  Chaner  except: 

(a)  No  later  than  March  1 of  each  year,  after 
professional  review,  public  hearing  and  after  receiving 
the  recommendations  of  the  Citizens'  Advisory 
Council,  the  Agency  shall  submit  its  proposed  budget 
for  the  next  fiscal  year  to  the  Mayor  and  the  Board  of 
Supervisors  for  their  review  and  consideration.  The 
.Agency  shall  propose  a base  budget  that  is  balanced 
without  the  need  for  additional  funds  over  the  Base 
.Amount,  but  may  include  fare  increases  and 
decreases,  and  reductions  or  abandonment  of  service. 
The  Mayor  shall  submit  the  base  budget  to  the  Board 
of  Super\’isors,  without  change.  Should  the  Agency 
request  additional  support  over  the  Base  Amount,  it 
shall  submit  an  augmentation  request  for  those  funds 
in  the  standard  budget  process  and  subject  to  normal 
budgetar}-  review  and  amendment. 

(b)  At  the  time  the  budget  is  adopted,  the 
.Agency  shall  certify  that  the  budget  is  adequate  in  all 
respects  to  make  substantial  progress  towards  meeting 
the  goals,  objectives,  and  performance  standards 
established  pursuant  to  Section  8A.  103  for  the  fiscal  y 
ear  covered  by  the  budget. 

(c)  No  later  than  August  1.  the  Board  of 
Supervisors  may  allow  the  Agency's  base  budget  to 
take  effect  without  any  action  on  its  part  or  it  may 
reject  but  not  modify  the  Agency's  base  budget  by  a 
two-thirds'  vote.  Any  fare  or  service  change  proposed 
in  the  base  budget  shall  be  considered  accepted  unless 
rejected  by  a two-thirds'  vote  on  the  entire  base 
budget.  Should  the  Board  reject  the  base  budget,  it 
shall  make  additional  interim  appropriations  to  the 
Agency  from  the  Municipal  Transportation  Fund 
sufficient  to  permit  the  Agency  to  maintain  all 
operations  through  the  extended  interim  period  until  a 
base  budget  is  adopted.  Any  request  for  augmentation 
funding  shall  be  approved,  modified,  or  rejected  under 
the  general  provisions  of  Anicle  IX.  (Added 
November  1999) 


SEC.  8A.107.  MLTsTCIPAL  TRANSPORTATION 
QUALITY  REVIEW 

(a)  The  Agency  shall  biennially  contract  with  a 
nationally  recognized  management  or  transportation 
consulting  firm  with  offices  in  the  City  and  County  for 
an  independent  review  of  the  quality  of  its  operations. 
The  contract  shall  be  competitively  bid  and  approved 
by  the  Controller  and  Board  of  Supervisors.  The 
review  shall  contain: 

1 . A detailed  analysis  of  the  extent  to  which  the 
Agency  has  met  the  goals,  objectives,  and 
performance  standards  it  is  required  to  adopt  under 
Section  8 A.  103,  and  the  extent  to  which  the  Agency 
is  expected  to  meet  those  goals,  objectives,  and 
performance  standards  in  the  two  fiscal  years  for 
which  the  review  is  submitted,  and  independent 
verification  of  the  Agency's  reported  performance 
under  the  performance  measures  adopted  pursuant  to 
Section  4 of  this  measure;  and 

2.  Such  recommendations  for  improvement  in 
the  operation  of  the  Agency  as  the  firm  conducting  the 
review  deems  appropriate. 

(b)  The  results  of  the  review  shall  be  presented 
promptly  to  the  Citizens'  Advisory  Council,  the 
Agency,  the  Board  of  Supervisors,  and  the  Mayor  by 
the  reviewing  firm;  and  the  Citizens'  Advisory 
Council,  the  Agency,  and  the  Board  of  Supervisors 
shall  each  promptly  hold  at  least  one  public  hearing 
thereon.  (Added  November  1999) 

SEC.  8A.108.  FARE  CILANGES  .AND  ROUTE 
ABANDON2VIENTS. 

(a)  Any  proposed  change  in  fares  shall  be 
submitted  to  the  Board  of  Supervisors  as  part  of  the 
Agency's  budget  under  Section  8A.106.  and  may  be 
rejected  at  that  time  by  a two-thirds'  vote  of  the 
Board. 

The  Agency  shall  base  any  proposed  change  in 
Municipal  Railway  fares  on  the  following  criteria: 

1 . The  Municipal  Railway's  need  for  additional 
funds  for  operations  and  capital  improvements. 

2 . The  extent  to  which  the  increase  is  necessary 
to  meet  the  goals,  objectives,  and  performance 
standards  previously  established  by  the  Agency 
pursuant  to  Section  8.A.  103. 
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3.  The  extent  to  which  the  Agency  has 
diligently  sought  other  sources  of  funding  for  the 
operations  and  capital  improvements  of  the  Municipal 
Railway. 

4.  The  need  to  keep  Municipal  Railway  fares 
low  to  encourage  maximum  patronage. 

5.  The  need  to  increase  fares  gradually  over 
time  to  keep  pace  with  inflation  and  avoid  large  fare 
increases  after  extended  periods  without  a fare 
increase. 

(b)  For  purposes  of  this  Article,  a "route 
abandonment"  shall  mean  the  permanent  termination 
of  service  along  a particular  line  or  service  corridor. 
If  the  Agency  proposes  to  abandon  a route  at  any  time 
other  than  as  part  of  the  budget  process  as  provided  in 
Section  8A.  106(a),  it  shall  first  submit  the  proposal  to 
the  Board  of  Supervisors.  The  Board  of  Supervisors 
may,  after  a noticed  public  hearing,  reject  the 
proposed  route  abandonment  by  a two-thirds'  vote  of 
its  members  taken  within  30  days  after  the  proposal  is 
submitted  by  the  Agency.  (Added  November  1999) 

SEC.  8A.109.  ADDITIONAL  SOURCES  OF 
REVTINUE. 

The  Mayor,  the  Board  of  Supervisors,  and  the 
Agency  diligently  shall  seek  to  develop  new  sources  of 
funding  for  the  Agency's  operations,  including  sources 
of  funding  dedicated  to  the  support  of  such  operations, 
which  can  he  used  to  supplement  or  replace  that 
portion  of  the  Municipal  Transportation  Fund 
consisting  of  appropriations  from  the  General  Fund  of 
the  City  and  County.  To  the  extent  permitted  by  State 
law,  the  Agency  may  submit  any  proposal  for 
increased  or  reallocated  funding  to  support  all  or  a 
portion  of  the  operations  of  the  Agency,  including, 
without  limitation,  a tax  or  special  assessment,  directly 
to  the  electorate  for  approval  without  the  further 
approval  of  the  Mayor  or  the  Board  of  Supervisors. 
The  Agency  shall  be  authorized  to  conduct  any 
necessary  smdies  in  connection  with  considering, 
developing,  or  proposing  such  revenue  sources. 
(Added  November  1999) 

SEC.  8A.110.  PLANNING  AND  ZONING 

The  planning  and  zoning  provisions  of  this 
Charter  and  the  Planning  Code  as  they  may  be 
amended  from  time  to  time  shall  apply  to  all  real 


property  owned  or  leased  by  the  Agency.  (Added 
November  1999) 

SEC.  8A.111.  CITIZENS'  ADVISORY  COUNCIL 

The  Agency  shall  establish  a Citizens’  Advisor>' 
Council  of  fifteen  members  which  shall  consist  of  one 
person  appointed  by  each  member  of  the  Board  of 
Supervisors  and  four  members  appointed  by  the 
Mayor.  Each  member  must  be  a resident  of  the  City 
and  County.  No  fewer  than  ten  members  of  the 
Council  must  be  regular  riders  of  the  Municipal  Rail- 
way. At  least  two  members  must  use  the  Municipal 
Railway’s  paratransit  system,  and  at  least  three  of  the 
members  must  be  senior  citizens  over  the  age  of  60. 
The  membership  of  the  Council  shall  be  reflective  of 
the  diversity  and  neighborhoods  of  the  City  and 
County.  The  Council  may  provide  recommendations 
to  the  Agency  with  respect  to  any  matter  within  the 
jurisdiction  of  the  Agency  and  shall  be  allowed  to 
present  reports  to  the  Agency’s  board  of  directors. 
The  members  of  the  Council  shall  be  appointed  to 
four-year  terms  and  shall  serve  at  the  pleasure  of  their 
appointing  power.  Staggered  terms  for  the  initial 
appointees  to  the  Council  shall  be  determined  by  lot. 
(Added  November  1999) 

SEC.  8A.112.  PARKING  AND  TRAFFIC; 
INCORPORATION  INTO  AGENCY. 

(a)  By  July  1,  2001,  the  Agency  and  the 
Department  of  Parking  and  Traffic  shall  prepare  and 
submit  to  the  Mayor  and  the  Board  of  Supervisors  a 
joint  plan  for  incorporating  the  Department  into  the 
Agency. 

(b)  Effective  July  1,  2002,  the  Department  of 
Parking  and  Traffic  shall  become  a separate 
department  of  the  Municipal  Transportation  Agency 
and  Charter  Section  4.116,  establishing  the  Parking 
and  Traffic  Commission,  shall  be  repealed.  Effective 
that  date,  the  Agency  shall  have  all  the  same  powers 
and  duties  with  respect  to  the  Department  of  Parking 
and  Traffic  that  it  has  with  respect  to  the  Municipal 
Railway,  and  shall  succeed  to  all  powers  and  duties  of 
the  Parking  and  Traffic  Commission. 

Effective  July  1,  2002,  the  Agency's  board  of 
directors  shall  also  exercise  all  remaining  powers  of 
the  Parking  and  Traffic  Commission  for  all  purposes, 
including  the  power  of  members  of  the  Parking  and 
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Traffic  Commission  to  serve  ex  officio  as  members  of 
the  Parking  Authority  under  Section  32657  of  the 
Streets  and  Highways  Code.  The  chair  of  the 
Agency's  board  of  directors  shall  designate  annually 
the  directors  to  ser\’e  as  members  of  the  Parking 
Authority.  Any  person  may  serve  concurrently  as  a 
member  of  the  Agency's  board  of  directors  and  as  a 
member  of  the  Parking  Authority.  It  is  the  policy  of 
the  City  and  County  that  the  Agency  exercise  all 
powers  vested  by  State  law  in  the  Parking  Authority. 

(c)  Except  as  provided  in  subsection  (a),  no 
provision  of  this  Article  shall  apply  to  the  Department 
of  Parking  and  Traffic  prior  to  July  1 , 2002.  (Added 
November  1999) 

SEC.  8A.113.  PARKING  AND  TRAFFIC; 

go\t:rn.ance. 

(a)  The  Agency  shall  manage  the  functions  of 
the  Department  of  Parking  and  Traffic  so  that  the 
department: 

1.  Provides  priority  to  transit  services  in  the 
utilization  of  streets,  particularly  during  commute 
hours; 

2.  Facilitates  the  design  and  operation  of  City 
streets  to  enhance  alternative  forms  of  transit,  such  as 
pedestrian,  bicycle,  and  pooled  or  group  transit 
(including  taxis); 

3.  Proposes  and  implements  street  and  traffic 
changes  that  gives  the  highest  priority  to  impacts  on 
public  transit,  pedestrians,  commercial  delivery 
vehicles,  and  bicycles; 

4.  Integrates  modern  information  and  traffic- 
calming  techniques  to  promote  safer  streets  and 
promote  usage  of  public  transit;  and 

5.  Develops  a safe,  interconnected  bicycle 
circulation  network. 

(b)  The  Agency  shall  manage  the  Parking 
Authority  so  that  it  does  not  construct  new  or 
expanded  parking  facilities  unless  the  Agency  finds 
that  the  costs  resulting  from  such  construction  and  the 
operation  of  such  facilities  will  not  reduce  the  level  of 
funding  to  the  Municipal  Railway  from  parking  and 
garage  revenues  under  Section  16.110  to  an  amount 
less  than  that  provided  for  fiscal  year  1999-2000. 
(Added  November  1999) 
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Summary  of  Volume  IV 
Civil  Service  Commission  Rules 
Applicable  TO  THE 
Service  Critical  Classifications 


Rules  and  Articles 

Important  Points 

(Not  all  Inclusive) 

Rule  1 - Authority  and  Purpose 

Amendment  of  Rules 

- Requires  posting  of  proposed  amendments  to  the  Civil 
Service  Commission  Rules  for  10  days 

No  change  in  Rules  affects  a case  before  the  Civil 

Service  Commission 

- In  the  event  of  an  adverse  decision  in  a legal  action,  the 
City  Attorney  shall  appeal  through  and  to  the  highest 
court  for  final  decision  unless  otherwise  ordered  by  the 
Civil  Service  Commission. 

Rule  2 - Definitions 

Important  terms  used  throughout  the  Rules  and  in  everyday 
employment  and  merit  system  situations. 

Rule  3 - Equal  Employment 
Opportunity* 

• Contains  policies  on 

Equal  Employment  Opportunities 

Affirmative  Action 

Affirmative  Action  Plan 

Language  Diversity 

Employment  of  Persons  with  AIDS,  HIV,  and 

AIDS  - Related  Conditions 

Sexual  Harassment 

Prohibition  of  Slurs 

Employment  of  Persons  with  Disabilities 

Prohibition  of  Retaliation 

• Discrimination  Complaint  Procedures  * 

The  MTA  Director/designee  shall  promulgate 
procedures  for  the  review  and  resolution  of 
employment  discrimination  complaints  subject  to 
the  approval  of  the  City’s  Human  Resources 

Director. 

The  City’s  Human  Resources  Director  decision  on 
resolution  of  discrimination  complaints  shall  be 
enforced  by  every  employee  and  officer  unless 
appealed  to  the  Civil  Ser\dce  Commission  and 
reversed. 

Note:  The  Civil  Service  Commission  Rules  cover 
all  merit  system  employment  discrimination 
complaints.  The  MOU  grievance  procedure  covers 
discrimination  complaints  on  the  terms  and 
condition  in  the  Collective  Bargaining  Agreement. 

Correction/Clarification 
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Rule  4 - Administration 

• Election  of  Officers  (President  and  Vice-  President)  at 
the  first  meeting  in  June 

• Defines  the  Duties  of  the  President,  Vice-President  and 
Executive  Officer 

Rule  5 - Meetings  and  Hearing  of 
the  Commission 

Article  I:  Meetings 

• First  and  third  Mondays  of  the  Month  at  2 p.m.  in 

Room  408  in  City  Hall; 

• All  meetings  are  public;  ] 

• Special  meetings 

• Closed  or  Public; 

• Communications  must  (e-mail  no  accepted)  be  filed  in 
the  Civil  Service  Commission; 

Article  II:  Hearings  and  Hearing 
Procedures 

• Robert’s  Rules  of  Order  (latest  edition).  Guide  CSC 
procedures; 

• Quorum:  majority  of  all  members;  concurrence  of 
majority  necessary  for  action; 

• Appeal  of  MTA  Director’s,  Human  Resources 

Director’s  or  Executive  Officer’s  action 

- Examination:  before  12  noon  on  the  fifth  working 
day  following  the  postmarked  mailing  date;  Action 
of  the  Civil  Service  Commission  final;  No 
reconsideration  allowed 

Compensation:  before  12  noon  on  the  seventh 
working  day  following  the  postmarked  mailing 
date;  Action  of  the  Civil  Service  Commission  final; 
No  reconsideration  allowed. 

Other  matters:  30  Calendar  days  following 
postmarked  mailing  date  final;  No  reconsideration. 

• Procedures 

Consent  Calendar  - 5 minutes  each  side 

Regular  Calendar  - 5 minutes  each  side 

Separations  Hearings  - 10  minutes  each  side 

• Reports 

Each  item  heard  by  the  Civil  Service  Commission 
must  be  supported  by  a written  report. 

Must  conform  to  standard  in  Civil  Service 
Commission  Procedure  #2 

• Voting 

Each  Commissioner  present  must  vote  unless 
excused  by  a motion  adopted  by  majority. 

Rule  6 - Transport  Workers 

Union  - 

San  Francisco  Municipal 
Railway  Trust  Fund  * 

Applies  only  to  employees  Transport  Workers  Union 

Locals  200  & 250-A. 

* Rule  amended  to  reflect  the  MTA  rather  than  the  Public 
Transportation  Commission 

* Correction/Clarification 
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Rule  7 - Rules  Related  to  the 
Employer- 
Employee  Relations 
Ordinance 

Covers  Employee  Recognition  Election;  conducted  with 
representatives  of  the  State  Mediation  and  Conciliation 
Service  Unfair  Labor  Practice  Charges;  Procedures  for  the 
Utilizing  of  Administrative  Law  Judges. 

Rule  8 - Approval  of  Payrolls 
(Proposed) 

Blank  - Authority  transferred  to  MTA  by  Charter. 

Rule  9 - Position  Classification 
and  Related  Rules 

• Each  position  in  the  classified  service  is  allocated  in 
accordance  with  the  character,  difficulty,  and 
responsibility  of  the  class. 

Article  I:  Classification 

• The  class  specification  is  the  official  record  of  the 
Classification  Plan  - descriptive  in  nature  and  not 
considered  as  restrictions  on  the  assignment  of  duties 

Article  11:  Temporary  Out-of- 
Class  Assignments 

not  specifically  listed. 

• The  MTA  Director/designee  head  has  broad  authority 
in  the  assignment  of  duties. 

Article  III:  Status  Rights 

• The  MTA  Director/Designee  may  amend  the 
classification  plan  covering  service  critical 
classifications. 

• Reallocations  become  effective  when  vacant  or  earlier 
when  is  mutual  agreement  with  the  recognized 
employee  organizations. 

• MTA  Director/Designee  may  make  temporary  out-of- 
class assigmuents.  Must  be  documented  and  filed  in 
employee’s  personnel  file  to  be  considered  is  credit  for 
experience  in  examination. 

• Employees  have  rights  to  a position  but  not  an 
assignment. 

• The  MTA  Director/Designee  determines  status  rights 
applicable  to  service  critical  classifications  subject  to 
appeal  to  the  Civil  Service  Commission. 

Rule  10  - Examination 

Announcements 
and  Applicants 

• Policy  on  outreach  and  recruitment  to  achieve  a work 
force  that  is  fully  reflective  of  the  multicultural,  ethnic 
and  gender  diversity  of  San  Francisco. 

• Examination  announcements  are  the  official  notice  of 
the  examination  have  the  force  and  effect  of  Law. 

Article  I:  Equal  Employment 
Opportunity  Policy 

• Exam  announcements  may  be  appealed  to  the  Civil 
Service  Commission;  Reissued  announcements  are  not 
subject  to  appeal;  Corrected  Announcements  for 
clerical  errors,  misprints  and  incorrect  wording  not 

Article  11:  Examination 

Announcements 

appealable. 

• Applicants  must  possess  and  maintain  qualifications. 

• Experience  obtained  outside  the  employee’s  class  must 
be  recorded  in  accordance  with  Civil  Service 

Article  III:  Applicants 

Commission  Rules,  Policy  and  Procedures. 

* CorrectionyClarification 
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Article  IV:  Applications  and 
Notice  of 
Examinations 

Article  V:  Qualifications  of 
Applicants 


Rule  1 1 - Examinations 

• Policy  on  Affirmative  Action  and  Equal  Emplovment 
Opportunity  Related  to  the  conduct  of  Examinations. 

Articles  I;  Examination  Provisions 

• Requires  competitive  examinations. 

• Provisions  for  apprenticeship  programs  and  utilization 
of  roster  of  eligibles  established  by  a trade,  craft  or 

Article  II:  Examination  Process 

joint  apprenticeship  committee. 

• No  charge  for  exams. 

• Cut  off  passing  score  once  established  shall  not  be 

Article  III:  Veterans  Preference  in 
Examinations 

changed:  Needs  of  the  service  equal  emplo>ment 
opportunity,  principles  and  affirmative  action  goals 
shall  be  considered  when  determining  the  number  of 
eligibles  on  a roster. 

• Cheating  or  fraud  in  exams  prohibited  Aid,  hindrance 
fraud  and  collusion  prohibited;  Actions  that  may  be 
taken  include  elimination  from  the  examination 
process,  dismissal  and  or  restrictions  on  eligibility  for 
future  employment. 

• Provides  for  appeal  procedures  on  oral  inter\  iews  and 
other  selection  tests. 

• Authorizes  flexible  staffing. 

Rule  12  - Eligible  Lists 

• Names  ranked  according  to  total  score;  Ties  listed  in 

Article  I:  Administration  of 
Eligibles  Lists 

alphabetical  order. 

• Duration  of  Eligible  Lists  Eligibility 
• Discrete  - maximum  24  months 

Article  II:  Eligible  Lists  and 
Eligibility 

minimum  6 months 

j • Continuous  - maximum  1 2 months 

minimum  6 months 

Article  III:  Protest  of  Tentative 
Eligible  List 

• Expiration  - if  the  date  falls  on  a Saturday,  Sunday  or 
legal  holiday  the  removal  of  names  falls  on  the  next 
business  day. 

Article  I\L  Duration  of  Eligible 
Lists 

• Extension  - the  MTA  Director.  Designee  may  extend  a 
list  or  eligibility  up  to  one  additional  year;  Eligibles 
must  be  notified. 

Article  \^:  Holdover  Rosters  and 
Return  to  Dut\' 

• Cancellation:  MTA  Director  Designee  may  cancel 
after  a minimum  duration  of  six  (6)  months.  Eligibles 

I and  affected  employee  organizations  must  be  notified 

• Merging:  names  from  earlier  list  can  be  merged  with 

i names  from  a later  list. 

* Correctioa'Clarification 
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• Priority:  1)  Promotive  only 

2)  Combined  promotive  and  entrance 

3)  Entrance 

• Maintenance  of  Eligibility:  Eligibles  must  maintain 
qualifications.  Eligibles  separated  (except  holdovers) 
lose  service  credits  or  removed  from  “promotive  only” 
lists. 

• Establishes  an  “Eligible  Lisf  ’ called  a holdover  roster 
for  persons  laid  off  and  eligible  to  return  to  duty. 

• Placed  in  rank  order  according  to  seniority. 

• Refusal  to  return  to  duty  in  some  departments  and  class 
from  which  laid  off  constitutes  a resignation. 

• May  refuse  offer  of  return  to  duty  to  a different 
department. 

• 5 year  eligibility  period. 

Rule  13  - Certification  of  Eligibles 

• Rules  of  Three  Scores 

• The  names  of  the  three  highest  scores  available  for 

Article  I:  Personnel  Requisitions 

appointment. 

• The  certification  principle  applied  is  the  number  of 

Article  II:  Certification  Rules  for 

requisitions  plus  two. 

Employees  Covered  by 

• Expanded  Certification  Rule 

Article  II 

• Policy  on  Selection. 

• Certification  of  Eligibles  beyond  the  Rule  of  Three 

Article  III:  Certification 

Scores. 

• Applies  to  Municipal  Executives  Association, 

Article  IV:  Selective  Certification 

unrepresented  employees,  and  Local  21  - SFAPP 

of  Certified 

only. 

Temporary  Employees 

• SEIU  and  Local  21  (except  SFAPP)  require  mutual 
agreement  every  six  months  to  mutually  agree  on 

Article  V:  Administration  of 

expanded  certification. 

Certifications 

• “Craft”  classifications  (listed  in  Article  IV)  require 
mutual  agreement. 

Article  VI:  Classes  for  Which  the 
Rule  of  Three  Scores  is 
Used  Exclusively 

Rule  of  Three  applies  to  TWU  Locals  250A  and  200. 

Correction/Clarification 
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Rule  14  - Appointments 

Article  I:  General  Provisions 

Article  II:  Limited  Tenure 
Appointments 


The  decision  of  the  MTA  Director/Designee  on 
selection  is  final  and  NOT  Appealable  to  the  Civil 
Service  Commission. 

Permanent  appointment:  an  appointment  made  as  a 
result  of  certification  from  an  eligible  list  to  a 
permanent  position 


Article  III:  Temporary  and 
Emergency 
Appointments 

Article  IV : Appointment  by 
Reinstatement 

Article  V:  Reappointment 

Article  VI:  Appointment  by 
Transfer 

Article  VII:  Employment  in  Class 
8304  Deputy  Sheriff 
and  Class  8302 
Deputy  Sheriff  I 

Article  VIII:  Exempt  Appointment 


Priority  of  appointment: 

• Holdover 

• Reinstatement  (Restored)  of  promotive  probationary 
employee 

• Decision  of  the  MTA  Director/Designee 

• Advancement  from  part  time 

• Transfer 

• Reinstatement 

• Reappointment 

• From  the  eligible  list 

• The  MTA  Director/Designee  may  elect  to  reassign  an 
employee  to  fill  a vacancy.  This  decision  is  not  subject 
to  appeal. 

• Exercise  of  one  option  precludes  the  use  of  another 
except  as  a result  of  the  settlement  of  litigation  or 
appeal. 

• Temporary  appointment:  appointment  from  an  eligible 
list  to  a temporary  position. 

• Provisional  appointment:  appointment  to  a temporary 
or  permanent  position  when  there  is  no  eligible  list. 

• Appointments  are  made  on  the  basis  of  a 
combination  of  merit  factors,  affirmative  action 
and,  if  promotive  consideration  of  performance 
appraisal  ratings  and  seniority. 

• Layoff,  termination,  leave  abridgement  or  resignation 
from  provisional  appointment  automatically  returns 
permanent  civil  employee  to  permanent  position.  Right 
of  assignment  still  rests  with  appointing 
officer/department  head. 

• Appointments  limited  to  130  workdays  (1040  hours) 
which  may  be  extended  by  MTA  Director/Designee  for 
up  to  3 years.  Renewal  beyond  3 years  must  be 
approved  by  the  Board  of  Supervisors. 

• Provisional  employees  serve  at  the  pleasure  of  the 
Appointing  officer/department  head. 

• Ten  working  days  notice  is  required  when  separating 
provisional  employees  who  reach  the  maximum 
duration  of  their  employment. 
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Reinstatement: 

• An  employee  may  be  reinstated  to  a position  in  llic 
former  class  in  which  the  probationary  period  has  been 
served,  provided  there  is  a vacancy  and  the  appoinliii!^ 
officer/department  head  approves. 

• New  probationary  period  if  reinstated  to  the  different 
department;  none  if  to  the  same  department. 

• May  reinstate  following  transfer  and  before 
probationary  period  completed. 

Reappointment: 

Eligibility 

Resignation  - services  satisfactory 
Complete  probationary  period  successfully 
Vacancy  must  exist 

Appointing  Officer/Department  Head  must  approve. 
Must  be  reappointed  within  4 years. 

Seniority  does  not  carry  forward. 

Sick  Leave  credits  returned  if  reappointed  within  6 
months;  Vacation  ratio  returned  if  reappointed  in  6 
months. 

Transfer: 

• General 

• Must  successfully  complete  probationary  period 

• Must  give  15  working  days  notice 

• Must  complete  new  probationary  period  in  new 
department. 

• Reduction  in  Force  Due  to  Technological 
Advances,  Automation,  or  the  Installation  of  New 
Equipment. 

• Must  have  successfully  completed  the 
probationary  period  and  subject  to  layoff  due  to 
automation,  technological  advances  or 
installation  of  new  equipment. 

• Transfer  to  position  in  a class  not  more  than  5% 
increase  in  compensation  (compare  step-to-step 
NOT  by  salary  schedule) 

• Seniority  carry  forward. 

• MTA  Director/Designee  may  administer 
examinations  to  test  capacity  of  employee  to 
perform  duties. 

• Requires  a new  probationary  period. 

• Transfer  of  Function: 

• Occurs  when  part  of  the  functions  and  duties  of 
a department  are  transferred  to  another.  The 
employees  performing  the  duties  are  also 
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transferred. 

• No  probationary  period  required. 

• Seniority  carried  forward. 

• Limited  Term  Transfer; 

• Used  to  increase  exposure  and  training  in 
another  department  of  to  decrease  staffing 
levels  during  slow  periods  or  fiscal  crisis  or  to 
increase  staffing  during  peak  work  periods. 

• Voluntary 

• May  occur  during  probationary'  period. 

• May  be  extended  through  mutual 
agreement. 

• Involuntary 

• Reverse  order  of  seniority. 

• No  permanent  employees  may  be 
transferred  involuntarily  before 
temporary  or  provisional  employees. 

• Limited  to  six  months. 

• Exempt  Appointments: 

• Requires  Civil  Service  Commission  approval  to 
exceed  Charter  imposed  cap  for  exempt 
appointments  pursuant  to  Charter  Section 
10.104.1-12. 

• MTA  Director/Designee  may  create  new 
classifications  exempt  from  civil  service  for 
managerial  employees  provided  that  the  total 
number  shall  not  exceed  1.5%  exclusive  of  the 
exempt  positions  provided  under  Section 
10.104.1-12. 

• The  Civil  Service  Commission  shall  annually 
review  both  exempt  and  non-exempt 
classification  to  ensure  compliance  to  Charter 
Section  8A.104. 


Rule  15- 


Article  I: 


Article  II: 


Rules  Related  to  the 
Employment  of  Persons 
With  Disabilities 

Exempt  Employment  of 
Individuals  who  are 
severely  Disabled 

Rules  Related  to  the 
Americans  With 
Disabilities  Act 


Employment  of  individuals  who  are  severely  disabled. 
Program  is  covered  under  Charter  Section  10.104  for  the 
employment  of  Individuals  who  are  severely  disabled 
includes  the  following  features: 

• Exempt  appointment 

• Entry  level  position 

• One  period  year  evaluation 

• Advancement  permanent  civil  service  appointment 

• Satisfactory  completion  of  evaluation  period 
Rules  related  to  the  Americans  with  Disabilities  .A.ct 
(ADA). 

• Provides  a mechanism  for  transfer  to  another 
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iArdclelll:  Resolution  of  Disputes 
i 

department  under  ADA  - reasonable  accommodation 
request 

• The  Cit\  ’s  Department  of  Human  Resources  will 
search  for  vacant  position  for  which  the  employee 
quahfies  and  can  perform  the  essential  functions  for  no 
more  than  30  da>'s. 

• Placement  may  only  be  to  a position  in  a class  for 
which  the  salary.'  step  does  not  exceed  5 ' o in  excess  of 
the  employee  or  current  actual  salar.'. 

• Seniority  does  not  carry  for.’.  ard 

• Permanent  employees  may  transfer  status 

• A new  probationary  period  is  required 

• Temporary  or  provisional  employees  do  not  acquire 
right  to  permanent  civil  ser\'ice5  status  throush  this 

Rule. 

• Disputes  under  this  Rule  shall  be  decided  by  the  City's 
Human  Resources  Director  subject  to  appeal  to  the 

Civil  Sen'ice  Commission. 

Rule  16  - Medical  Examinations 

• Enables  the  MTA  Director  Designee  to  determine 
which  positions  require  a medical  examination; 

• Provides  for  an  appeal  procedure  (NOT  to  the  Civil 
Sen'ice  Commission)  when  medically  rejected; 

• Authorizes  medical  exam  when  the  department  head 
has  reason  to  believe  that  an  employee  is  no:  medically 
or  physically  competent  to  perform  assigned  duties  and 
if  allowed  to  continue  in  employmieni  or  to  return  from 
leave  may  require  the  employee  to  present  a medical 
repon  from,  an  MTA  Director  Designee  designated 
physician  certifr'ing  that  the  employee  is  medically  or 
physically  competent  to  perform  the  required  duties. 

• May  have  special  condition  addressed  in  the  collecti'.  e 
bargaining  agreement. 

Rule  17  - Probationar}'  Period 

Civil  Sen'ice  Commission  jurisdiction; 

Administration  and  definition  - 

• Determines  when  a probationary  period 
required. 

• Defined  as  1)  the  final  and  most  imponant 
phase  of  the  selection  process.  2 ) a period  of 
regularly  scheduled  hours  worked  excluding 
any  time  off  for  leave  - paid  or  unpaid. 

\'acation,  holidays;  compensator>'  tim.e  or  other 
npes  of  time  off  are  NOT  included  towards  the 
completion  of  the  probationar>'  period. 

• Provides  for  release  during  probationary  period. 

• Xon-disciplinaiy  - No  restrictions  on  future 
employment. 
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• Disciplinary: 

Recommendations  on  future  employment 
may  be  appealed  to  the  Civil  Service 
Commission. 

• Return  Rights: 

Except  in  cases  of  release  due  to 
disciplinary  reasons,  a promotivc 
probationary  employees  has  automatic 
return  rights  to  a position  from  which 
promoted. 

• Extension: 

May  be  extended  up  to  12  months  to  obtain 
required  licenses  or  certificates. 

• Successive  Appointment: 

Renewal  of  probationary  period. 

• Resumption  of  probationary  period: 

Used  in  lieu  of  dismissal  usually  as  part  of  a 
“last  chance”  agreement. 

Rule  1 8 - Conflict  of  Interest 

• “No  officer  or  employee  of  the  City  shall  engage  in  any 
activity,  employment,  business,  professional  work,  or 
enterprise  which  is  inconsistent,  incompatible,  or  in 
conflict  with  official  or  assigned  duties,  or  with  the 
duties,  functions  and  responsibilities  of  the  employee 
or  officer’s  appointing  power,  or  the  department,  office 
or  agency  by  which  employed.” 

“Charter  Section  C-8.105” 

• “No  officer  or  employee  shall  engage  in  any  activity  or 
enterprise  where  income,  profit  or  others  gain  is  or  may 
be  accrued  which  could  reflect  on  the  honor  or 
efficiency  of  the  City  service,  or  be  contrary  to  the  best 
interests  of  the  City  service  in  any  respect.” 

• Additional  employment  must  be  approved  by  the 
appointing  officer  and  MTA  Director/Designee. 

• May  not  be  in  conflict  with  City  employment. 

• Number  of  hours  of  additional  employment  may  differ 
by  Employee  organizations;  may  be  addressed  in  the 
Collective  Bargaining  Agreement. 

Rule  19  - Resignation 

• Resignation  is  final  on  the  effective  date  entered  on  the 

resignation  form  and  shall  not  be  rescinded.  1 

• Resignation  - Services  deemed  satisfactory  or  1 

unsatisfactory:  an  unsatisfactory  rating  may  be  grieved 
in  some  Collective  Bargaining  Agreements. 

Restrictions  on  future  employment  are  covered 

in  Rule  22. 

• Employees  who  resign  services  satisfactory  while 
serving  a probationary  or  temporary  appointment  may  1 
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be  returned  to  the  eligible  list  with  the  recommendation 
of  the  appointing  officer  and  approval  of  the  MTA 
Director/Designee. 

Rule  20  - Leaves  of  Absence 

• Definitions  established  by  the  Civil  Service 

Commission. 

• Rule  may  be  contained  within  Collective  Bargaining 
Agreement. 

• Provides  for  Sick  Leave  verification 

• Types  of  Leave 

Sick  Leave 

• Medical 

• Quarantine 

• Bereavement 

• Maternity 

• Illness  or  Medical  appointment  of  Child 

• Compensatory 

• Battery 

• Military  Leave 

• Accept  other  City  and  County  position 

• Educational  Leave 

• Civilian  Service  in  the  National  Interest 

• For  employment  as  an  Employee  Organization 
Officer  or  Representative 

• Family  Care 

• Witness  or  Jury  Duty 

• Involuntary 

• Religious 

• Personal 

• Sick  Leave  Pay  credits  1)  generally,  earned  at  the 
rate  of  .05  hours  of  paid  service  excluding 
overtime;  2)  reinstated  if  reappointed  within  6 
months. 

• Employment  prohibited  while  on  Sick  Leave  or 
educational  leave  unless  expressly  approved  by 

MTA  Director/Designee. 

• Sick  Leave  balance  may  be  returned  if  reappointed 
within  six  months. 

Rule  21  - Layoff 

• Seniority:  Permanent  civil  servdee  date  of  certification 
in  class  and  department. 

Article  I:  Rules  Prescribed  - 
Authority 

• Tiebreaker:  1)  longest  permanent  service  in  class;  2) 
longest  permanent  service  in  City;  3)  by  lot. 

• Order  of  Seniority 

Article  11:  Seniority 

• Permanent 

• Temporary  from  Eligible  List 

Article  III:  Order  of  Layoff 

• Probationary 

• Provisional  (no  civil  service  seniority) 
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Article  IV : Layoff  - Provisional 
and  Temporary 
Employees 

Article  V:  Layoff-  Probationary 
Employees 

Article  VI:  Layoff  - Permanent 
Employees 

• Provides  return  rights,  reinstatement  rights  and  near  list 
opportunities. 

• Seniority  following  layoff  and  probationary  period 
requirements. 

Rule  22  - Employee  Separation 
Procedures 

Article  I:  Separation  Procedures 

Article  II:  Termination  of 

Temporary  Employees 

Article  III:  Termination  of 

Limited 

Tenure  Employee 

Article  IV:  Dismissal  of 

Permanent  Employee 

Article  V : Resignation  - Services 
Unsatisfactory^ 

Article  VI:  Absence  from  Duty 
Without  Leave 
(Automatic 

Resignation) 

• Provides  for  Dismissal  procedure  of  permanent 
employee  (limited  application) 

• Establishes  appeal  process  for  future  employment 
recommendation  made  by  a department  following 

• Dismissal:  generally  grievable  under  Collective 
Bargaining  Agreement 

• Resignation:  unsatisfactory  generally  grievable 

under  a Collective  Bargaining  Agreement  refer  to 
Department  of  Human  Resources  procedures  on 
separations  , 

• Automatic  Resignation:  generally,  grievable  under 

a Collective  Bargaining  Agreement;  refer  to 
Department  of  Human  Resources  procedures  on  i 

separations.  ; 

• Appeals  on  Future  employment  are  not  heard  by  the 

Civil  Service  Commission  until  Collective  Bargaining 
Agreement  grievance  process  completed. 

• Includes  procedure  for  hearing  on  charges  against  an 
employee  when  the  Appointing  Officer/Department 

Head  neglects  or  refuses  to  act.  (Charter  Section 

A8.341) 
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Draft  2000 

Rule  401 

Authority  and  Purpose 

Applicabi lity : I li^'  pro\  Rule  4li  I . .shall  apply  ro  rinpl.n  ees  m all  MTA  Sc-i  \ icc-c  riiical 


Sec.  401.1  Rules  Prescribed-Authority 

Under  the  authority  of  Article  XI  of  the  Constitution  of  the  State  of  California  and 
under  Section  S \ 1 04  and  10.101  of  the  Charter  of  the  City  and  County  of  San  | 
Francisco,  the  Civil  Service  Commission  of  the  City  and  County  of  San  Francisco 
does  prescribe  and  adopt  these  Rules  which  shall  have  the  force  and  effect  of  law. 

Sec.  401.2  Purpose 

These  Rules  are  prescribed  for  the  purpose  of  implementing  the  Charter  provisions, 
assuring  continuance  of  the  merit  system,  prompting  efficiency  in  the  dispatch  of 
public  business,  and  assuring  all  persons  in  the  classified  service  and  all  persons 
seeking  admission  thereto  fair  and  impartial  treatment. 

Sec.  401.3  Merit  System  Principles 

(Proposed) 


Sec.  401.4  Severability 


401.4.1  If  any  rule,  section,  paragraph,  sentence,  clause,  or  phrase  of  these  Rules  is 
declared  unconstitutional  or  void  for  any  reason,  such  declaration  shall  not  affect 
the  validity  of  the  remaining  portions  of  these  Rules.  The  Commission  hereby 
declares  that  it  would  have  prescribed  and  adopted  these  Rules,  and  each  rule, 
section,  paragraph,  sentence,  clause  and  phrase  hereof,  irrespective  of  the  fact  that 
any  one  or  more  Rules,  sections,  paragraphs,  sentences,  clauses,  or  phrases  be 
declared  unconstitutional  or  void. 

401.4.2  The  titles  assigned  to  Rules  and  sections  are  for  reference  puiposes  only 
and  shall  not  be  considered  as  a substantive  part  of  these  Rules. 

401.4.3  If  there  is  any  conflict  in  the  provisions  of  these  Rules  and  the 
Administrative  Code  of  the  City  and  County  of  San  Francisco,  the  Administrative 
Code  language  shall  apply. 
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City  and  County  of  San  Francisco 


Draft  2000 


Civil  Service  Commission 


Sec.  401.5  Amendment  of  Rules 

The  Commission  may  at  any  time  amend  these  Rules.  Any  such  proposed 
amendment  shall  be  posted  for  a minimum  of  ten  consecutive  calendar  days  prior  to 
adoption.  Upon  adoption,  changes  in  the  Rules  shall  be  in  effect  and  shall  be 
printed.  No  change  in  the  Rules  shall  affect  a case  pending  before  the  Civil  Service 
Commission. 

Sec.  401.6  Court  Actions 

In  the  event  of  an  adverse  decision  in  a legal  action  to  which  the  Commission  is  a 
party,  the  City  Attorney  shall  appeal  through  and  to  the  highest  court  for  final 
decision  unless  otherwise  ordered  by  the  Commission. 

Sec.  401.7  Requirement  to  Officially  File  Rules 

As  required  by  Charter  Section  4.104,  the  Executive  Officer  shall  file  a copy  of  the 
Civil  Service  Commission  Rules  and  all  amendments  to  the  Rules  with  the  Clerk  of 
the  Board  of  Supervisors. 
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Sec.  402.25 

Sec.  402.26 

Sec.  402.27 

Sec.  402.28 

Sec.  402.29 

Sec.  402.30 


CSC  Rules 


Rule  402 
Definitions 

The  provisions  of  Rule  402.  shall  apply  to  employees  in  all  MTA  Service-Criiical  i-hissc.-. 

cthv!--,.  of  Rule  2 applyto  in.  all  clu5^ie^;. 

Appointment 
Appointing  Officer 

Appointment  Date 

Bulletin  Board 
Certification  Date 

Charter 

City 

Civil  Service  Department 

Class 

Classification  Plan 

Classified  Service 

Commission 

Commissioner 

Department 

Department  of  Human  Resources 

Eligible 

Executive  Session 
Human  Resources  Director 

Layoff 
Near  List 

Part-Time  Employment 

Position 

Post 

School  Districts 

Seniority 

Service 

Start  Work  Date 

Time  Periods 
Validation  Date 
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Rule  402  I 

Definitions 

Applicability:  I ^lc^s  oilicrwiNC  noted  the  provisions  of  Rule  402,  shall  apply  to  eniplo\ees  in  all  M7  A $er\  ice-Criticdl 


llnless  otherwise  required  by  the  context,  the  words  listed  below  and  as  used  in  these  Rules  have 
the  following  meanings: 

See.  402.1  Appointment 

402.1.1  Permanent  Civil  Service 


An  appointment  made  as  a result  of  a certification  from  an  eligible  list  to  a 
permanent  position  or  to  a position  declared  permanent. 

402.1.2  Probationary 

Status  of  civil  service  employees  during  a trial  period  following  permanent 
appointment. 

402.1.3  Temporary  Civil  Service 

An  appointment  made  to  a temporary  position  as  a result  of  certification  from  an 
eligible  list 

402.1.4  Provisional 


An  appointment  to  a permanent  or  temporary  position  in  the  absence  of  an 
available  eligible  or  in  an  emergency  which  in  either  case,  is  time  limited  as 
provided  elsewhere  in  these  Rules. 
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402.1.4  Provisional  (Cont.) 

1)  Non-Civil  Service 

Sec.  402.1.5  Jj_applies  only  to  employees  in  M l I Scrvicc-Criricn/  classes  represented  by  the 
Transport  Workers  Union  - Locals  200  and  250A:  fOr  menl-cr  • . ; . 


An  appointment  to  a permanent  or  temporary  position  in  the  absence  of  an 
available  eligible  or  in  an  emergency  which,  in  either  case,  is  time  limited  to  a 
maximum  duration  as  provided  elsewhere  in  these  Rules. 

2)  Limited  Tenure 

Sec.  402. 1.5  2)  iinidic->  only  to  ciuployccs  in  Ml  I Scrvicc-i  riricul  cliisscs  rcmi ■ scmcd  In'  flu • 
Tran  sport  II  orkcrs  L nion  - Locals  200  and  250  I 

An  appointment  to  a permanent  or  temporary  position  in  the  absence  of  an 
available  eligible.  Use  of  limited  tenure  appointment  is  restricted  as  provided  in 
these  Rules. 

402.1.5 — ^ Exempt 

An  appointment  to  a permanent  or  temporary  position  exempt  from  being  filled 
from  an  eligible  list  in  accordance  with  the  provisions  of  Section  10.104  ;;iU 
K.\.  1 04  of  the  Charter. 

Sec.  402.2  Appointing  Officer 

402.2.1  The  head  of  an  organizational  unit  having  appointive  authority  within  the 
organizational  unit  and  the  powers  of  a department  head  as  defined  by  former 
Charter  Section  3.501  as  enacted  into  ordinance  under  Charter  section  18.103  aiul 
cxi.slini!  /Vclniinislralixc  Code  Sceliun  2.\.3(>. 

402.2.2  Appointiiu!  Omcer-M  I A 

The  M'lA  Director  of  I raiLsporlalion 

Sec.  402.3  Appointment  Date 

402.3.1  The  date  on  which  an  appointing  officer  notifies  the  Department  of  Human 
Resources  of  his  or  her  selection  from  a list  of  eligibles  certified  by  the 
Department  of  Human  Resources. 

402.3.2  A;)[)()intmcnl  Dale  — M 1 

I he  dele  on  whiicli  the  M l A l)ii~eeU)r  oi'  I ;ae  ,i:.-  iT  ..l  . vM..' 

ihe  seleeliiMi  iVoin  a iiUt)!  elieihle-.. 
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Dr.\ft  2000 

Bulletin  Board 

The  official  bulletin  boards,  so  designated,  at  the  Civil  Service  Department.  M I .A 
\conc'>  and  the  Cil\  V Department  of  Human  Resources,  used  for  postina  of 
examinations  and  public  announcements  of  the  Commission.  .M  I A and  the  Cin  s 
Department  of  Human  Resources. 

Sec.  402.5 

Certification  Date 

402.5.1 

The  date  on  which  the  l ii\  s Department  of  Human  Resources  notifies  an 
appointing  officer  of  the  name  of  eligible  from  which  appointment  may  be  made 
to  fill  position. 

402.5.2 

; ( crtificatiou  Date  - M FA 

1 he  dale  ihe  MTA  Dii-ecun-  ofTransporiaiion  Desiance  is.sLie>  a notice  to 

eliaible.s  from  which  appoiniments  niav  be  made  to  fill  a Ser\  iee-Criiieal  position 

at  the  M IW. 

Sec.  402.6 

Charter 

The  Charter  of  the  City  and  County  of  San  Francisco. 

Sec.  402.7 

City 

The  City  and  County  of  San  Francisco. 

Sec.  402.8 

Civil  Sen  ice  Department 

The  administrative  office  of  the  Commission  under  the  direction  of  the 
Executive  Officer. 

Sec.  402.9 

Class 

A position  or  group  of  positions  for  which  a common  descriptive  job  title  may  be 
used. 

Sec.  402.10 

Classification  Plan 

All  the  classes  which  have  been  established,  the  procedures  for  maintaining  the 
plan,  and  the  specifications  or  descriptions  of  each  of  the  classes. 

Sec.  402.11 

Classified  Service 

Includes  all  positions  in  the  City  service  subject  to  competitive  examination. 
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Sec.  402.12 

Commission 

The  administrative  body  of  Civil  Service  Commissioners  empowered  to  enforce 
the  civil  service  provisions  of  the  Charter. 

Sec.  402.13 

Commissioner 

A member  of  the  Civil  Service  Commission  of  the  City  and  County  of  San 
Francisco,  appointed  by  the  Mayor. 

Sec.  402.14 

Department 

Organizational  unit  or  units  under  one  appointing  officer. 

Sec.  402.15 

Department  of  Human  Resources 

The  ( 'ii  \ idc  Department  charged  with  a T:  ■ i : :TTT~4rTr-7^r-v-~-:-f 

;-ra  .a.  .liav-  a!  [dv  iv  4 ioc  ■ — aaaa  ■ aivJ  performing  such  : duties  and 

functions  as  set  forth  in  the  Charter. 

Sec.  402.16 

Eligible 

A person  who  has  standing  on  an  eligible  list. 

Sec.  402.17 

Eligible  List 

A list  of  names  of  persons  who  have  passed  a civil  service  examination. 

Sec.  402.18 

Executive  Session 

A meeting  or  part  of  a meeting  of  the  Commission  legally  held  in  private  or  with 
the  general  public  excluded. 

Sec.  402.19 

Human  Resources  Director 

Director  of  the  Cii\  V Department  of  Human  Resources. 

Sec.  402.20 

Lavoff 

Separation  from  a position  because  of  economy,  lack  of  funds,  or  lack  of  work. 
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See.  402.21 


Near  List 


An  eligible  list  or  a holdover  roster  in  a class  similarly  related  to  a class  for  which 
there  is  no  eligible  list  from  which  the  Cih‘s  Human  Resources  Director  or  ihc 
\1 1 \ Dirccior  of  TransiXM-ialion  may  authorize  the  certification  of  eligibles  for 
temporary  civil  service  appointment. 

See.  402.22  Part-Time  Employment 

Part-time  employment  is  regularly  scheduled,  less  than  full-time,  permanent  or 
temporary  appointment  to  a permanent  or  temporary  position. 

Sec.  402.23  Position 


Duties  and  responsibilities  assigned  by  an  appointing  officer  to  be  performed  by 
one  employee. 

402.23.1  Permanent 

A collection  of  duties,  regardless  of  the  source  and  nature  of  the  funds,  performed 
by  one  individual,  which  represent  the  ongoing  work  of  the  City  and  County.  Such 
position(s)  may  be  either; 

1)  enumerated  in  the  Annual  Salary  Ordinance  ■■  ■!  I 

! for  which  funds  have  been  provided  on  a continuing  basis;  or  | 

2)  a position  declared  to  be  permanent  by  action  of  the  iliil:^„Human  Resources  I 

Director  or  ihc  MT.\  Dirccior  ofTranspcu-tatioii  . | 

402.23.2  Temporary 

A position  in  which  the  duties  and  responsibilities  exist  for  a maximum  duration  of 
1040  hours  except  in  the  case  of  a special  project,  defined  elsewhere  in  these 
Rules,  for  up  to  a maximum  duration  of  2080  hours. 

402.23.3  Part-Time 

Positions  less  than  the  established  full-time  normal  schedule  of  hours  per  day  or 
days  per  week. 

402.23.4  Exempt 

Temporary  or  permanent  positions  excluded  from  civil  service  hiring  and 
removal  procedures  in  accordance  with  the  provisions  of  Section  S A.io  l ^ | 
1 0. 1 04  of  the  Charter. 
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Sec.  402.23  Position  (conU 

402.23.5  School-Term  Only 

Positions  in  the  School  Districts  established  for  school  term  periods  only. 

402.23.6  As-Needed 


Sec.  402.24 

A temporary  or  provisional  appointment  on  either  a full-time  or  part-time  work 
schedule  against  a temporary  requisition  designated  as  as-needed  to  cover  peak 
workloads,  emergency  extra  workloads,  necessary  relief,  and  other  situations 
involving  a fluctuating  staff 

Post 

To  place  on  the  official  Bulletin  Board. 

Sec.  402.25 

School  Districts 

San  Francisco  Unified  School  District  and  San  Francisco  Community  College 
District. 

Sec.  402.26  Seniority 

402.26.1  Civil  Service  - Permanent 

Seniority  shall  be  determined  by  the  date' of  certification  which  resulted  in  a 
permanent  appointment  to  a position  in  a class  in  a department.  In  the  event  of 
identical  dates,  seniority  shall  be  determined  by  rank  on  the  eligible  list,  the 
higher  eligible  being  the  senior. 

402.26.2Civil  Service  - Temporary  (from  eligible  list) 

Seniority  shall  be  determined  by  the  date  of  certification  which  resulted  in  a 
temporary  appointment  to  a temporary  position  in  a class  in  a department.  In  the 
event  of  identical  dates,  seniority  shall  be  determined  by  rank  on  the  eligible  list, 
the  higher  eligible  being  the  senior. 
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402.26.3CiviI  Scia  icc  - Limited  Tenure 


Sec.  402.26.3  applies  only  to  employees  in  M l I Service-Critical  classes  represented  by  the 
Transport  Workers  Union  - Locals  200  and  250A:  und  -lie  meinl-vr--, 


Seniority  shall  be  determined  by  the  date  an  appointee  starts  to  work  in  a position 
in  a class  in  a department  on  a limited  tenure  basis.  Seniority  in  the  event  of  ties 
shall  be  determined  by  the  appointing  officer.  Employees  who  resign  or  are 
terminated  and  subsequently  are  reappointed  shall  have  their  seniority  determined 
by  their  new  dates  of  certification  following  separation. 


402.26.4Departmental 


Seniority  for  shift  and  work  assignments,  vacation  or  holiday  schedule  is 
determined  by  the  appointing  officer  and  is  not  within  the  authority  of  the  Civil 
Service  Commission,  v-i-  d.o  . 

Sec.  402.27  Service 

The  City  and  County  of  San  Francisco  government  service,  including  the 
classified  positions  in  the  School  Districts. 

Sec.  402.28  Start  Work  Date 

The  date  on  which  an  appointee  is  first  reported  on  the  time  roll  as  working. 

Sec.  402.29  Time  Periods 


Reference  to  time  periods,  such  as  one  week  or  one  month,  etc.,  shall  mean 
calendar  days  unless  the  rule  specifically  refers  to  business  days. 

Sec.  402.30  Validation  Date 


The  date  on  which  the  i/i:\ ' Department  of  Human  Resources  notifies  an 
appointing  officer  that  it  has  approved  an  appointment  '>!'  i:u  \1 1 \ ' 

HMUnPO!  i p.-siic  - .1  iloiivC  "f  !■.  ! \ ;i  1 ^ ..  .''p. 
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Rule  403 

Equal  Employment  Opportunity 

Applicability:  Unless  o^hel•^^ise  noted  the  provisions  of  Rule  403.  shall  appix  to  emplo\  - 
classes.  _ e ^ t I’nU  3 — r- — ^ 

Sec.  403.1  Policies  for  Equal  Employment  Opportunities 

Sec.  403.2  Analysis  of  the  Work  Force 

Sec.  403.3  Discrimination  Complaints 

Sec.  403.4  Incorporation  of  Federal  Guidelines 
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Rule  403 

Equal  Employment  Opportunity 


Sec.  403.1  Policies  for  Equal  Employ  ment  Opportunities 


403.1.1  Equal  Employment  OpporruniU' 

It  is  the  policy  of  the  Civil  Service  Commission  of  the  Citv'  and  Cotmtv'  of  San 
Francisco  that  all  persons  shall  have  equal  opportunitv'  in  employment;  that 
selection  of  employees  to  positions  in  the  Citv-  and  Countv-  be  made  on  the  basis 
of  merit;  and  that  continuing  programs  be  maintained  to  afford  equal 
oppommities  to  women  and  minoritv-  persons,  to  achieve  meaningful  | 
employ-ment  at  all  levels.  \’igorous  enforcement  of  the  laws  against 
discrimination  shall  be  carried  out  at  eveiy  level  of  each  department.  All 
persons  shall  have  equal  access  to  employment  yvithin  the  City-  and  County-, 
limited  onJy  by  their  ability-  to  do  the  job. 

403.1.2  No  person  shall  be  appointed,  reduced,  removed,  or  in  any  way  fav-ored  or 
discriminated  against  in  employment  or  opportunity-  for  employment  because  of 
race,  color,  sex.  sexual  orientation,  gender  identity-,  political  affiliation,  age. 
religion,  creed,  national  origin,  disability-,  ancestry-,  marital  status,  parental 
status,  domiestic  parmer  status,  color,  medical  condition  (cancer-related), 
eihnicir.'  or  the  conditions  Acquired  Immune  Deficiency  Sv-ndrome  (AIDS), 
HTC,  and  AIDS-related  conditions  or  other  non-merit  factors  or  any-  other 
category.-  proy-ided  by  ordinance. 

403.1.3  ■vlinual  Enpa- x Orr  Policy  | 

It  is  the  policy  of  the  City-  and  County-  of  San  Francisco  to  maintain  an 
x' ' - . - - - : — — ■ ■ program  to  eradicate  effects  of  past  discrimination  and  | 

to  achiey-e  a qualified  work  force  that  reflects  the  labor  force  availability-  of 
minorities  and  women  in  San  Francisco. 

403.1.4  , - , - ■ - ^ --  — ^ — -Plan  Requirement  | 

.As  required  by  the  San  Francisco  Administrative  Code,  Section  16.9-24  each 
department  shall  annually  prepare  -r — . ..i'  , .-x' — -,^plan  for  submission  to  | 

the  Human  Rights  Commission,  the  Commission  on  the  Status  of  Women,  and 
the  Civil  Ser.-ice  Commission  for  approy-al.  The  ' x A - . | 

— ^ -T — i.'-  ■ X " ' ' ' • shall  annually-  prepare  an  i 

analysis  of  the  yvork  force  and  a-citv-wide  : - • — ~ . action  plan.  | 
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Sec.  403.1  Policies  for  Equal  Employment  Opportunities  (cont.) 

403.1.5  Language  Diversity  Policy 

It  is  the  policy  of  the  Civil  Senice  Commission  that  an  employee’s  use  of  a 
language  other  than  English  is  not  only  an  asset  in  the  provision  of  public 
ser\ices  but,  with  few  exceptions,  such  as  business  necessity,  is  a legalh 
protected  right. 

403.1.6  Employment  of  Persons  with  AIDS.  HI\',  and  AlDS-related  conditions 

Departments,  agencies,  boards,  and  commissions  of  the  City  and  County  of  San 
Francisco  shall  be  required  to  provide  reasonable  accommodation  to  qualified 
employees  and  applicants  who  have  the  conditions  know  as  .Acquired  Immune 
Deficiency  Syndrome  (AIDS),  HI\'.  and  AIDS-related  conditions. 

403.1.7  Prohibition  of  Sexual  Harassment 


It  is  the  policy  of  the  Civil  Ser\'ice  Commission,  as  provided  by  Section  16.9-25 
of  the  San  Francisco  Administrative  Code,  that  sexual  harassment  of  City 
employees  and  applicants  for  emplo>ment  is  prohibited  and  will  not  be  tolerated. 

403.1.8  Prohibition  of  Slurs 

It  is  the  policy  of  the  City  and  County  of  San  Francisco  that  each  official, 
employee,  and  agent  acting  in  official  capacity,  will  treat  all  persons  equalh'  and 
respectfully,  and  will  refrain  from  the  willful  or  negligent  use  of  slurs  against  an>' 
person  on  the  basis  of  any  of  the  protected  categories  identified  in  Section 
jti3.1.2  of  this  Rule. 

403.1.9  Employment  of  Persons  with  Disabilities 

In  accordance  with  the  Federal,  State,  and  local  laws,  it  is  the  policy  of  the  Civil 
Sen-ice  Commission  to  provide  equal  access  for  individuals  with  disabilities  in 
all  areas  of  employment.  No  disabled  person  shall  be  denied  employment  or  any 
other  term,  condition,  or  pri\ilege  of  emplo>ment  based  upon  disability  or  the 
need  for  a reasonable  accommodation,  so  long  as  the  accommodation  does  not 
result  in  undue  hardship  on  the  operations  of  the  department  or  the  Cir\-  and 
County  of  San  Francisco. 
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Sec.  403.1  Policies  for  Equal  Employment  Opportunities  (cont.) 
403.1.10  Prohibition  of  Retaliation 


It  shall  be  a violation  of  this  Rule  to  discriminate  against,  retaliate  against,  or 
harass  any  employee  or  applicant  because  such  employee  or  applicant  has 
complained  of  or  opposed  any  discriminatory  practice  prohibited  under  this  Rule 
or  has  made  a complaint,  testified,  supplied  evidence,  assisted,  or  participated  in 
any  manner  in  any  investigation,  proceeding,  or  hearing  under  this  Rule. 

See.  403.2  Analysis  of  the  Work  Force 

403.2.1  ! ■■jIv  MIA  shull  maintain  records  of  its  work  force  composition  by  | 

race,  sex,  ethnicity,  and  classification.  These  records  shall  also  reflect  new 
employments,  promotions,  transfers,  and  voluntary  separations;  and  shall  be 
reported  to  the  f^UTl^Department  of  Human  Resources,  Federal,  and  State  | 
agencies  as  required.  Individual  employee  names  shall  remain  a confidential  part 
of  these  records.  The  ( ' ii\Ty_Department  of  Human  Resources  shall  make  the  | 
non-confidential  elements  of  these  records  available  for  public  review  upon 
request. 

403.2.2  From  the  foregoing  records,  the  f 1 1 \ ' s Department  of  Human  Resources  staff  | 
shall  annually  prepare  and  report  to  the  Commission  an  analysis  of  the  work 
force  to  determine  whether  percentages  of  sex,  race,  or  ethnic  groups  in 
individual  job  classes  are  substantially  similar  to  the  percentages  of  those  groups 
available  in  the  work  force  in  the  relevant  job  market  who  possess  the  basic  job- 
related  qualifications. 


Sec.  403.3  Discrimination  Complaints 


403.3.1  Purpose 


Any  employee  or  applicant  may  file  a complaint  alleging  that  he  or  she  has  been 
discriminated  against  as  a result  of  any  employment  decision  made  by  any 
agency,  department,  or  commission  of  the  City  and  County  of  San  Francisco  on 
the  basis  of  any  protected  category  identified  in  Section  403.1 .2  of  this  Rule.  Any 
employee  or  applicant  may  file  a complaint  alleging  that  he  or  she  has  been 
retaliated  against  in  violation  of  this  Rule  and  any  such  complaint  shall  be  filed 
and  processed  in  the  same  manner  as  other  discrimination  complaints  under  this 
Rule. 
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Sec.  403.3  Discrimination  Complaints  (cont.^ 

403.3.2  Responsibility 

1)  The  Cm  - Human  Resources  Director  shall  be  responsible  for  the  review  and 

•jPXC.'m'i  - ' ^ ■ of  ' . (i  I - .>'!ii:iuiis  oi  employment  discrimination 

complaints  ' iiliiii  MIA.  The  decision  of  the  Cii\  A Resources  Director 

shall  forthwith  be  enforced  by  every  employee  and  officer,  unless  the  decision  is 
appealed  to  the  Commission  and  reversed. 

2)  The  Civil  Service  Commission  shall  review  and  resolve  complaints  of 
employment  discrimination  appealed  to  it  pursuant  to  procedures  established  by 
the  Executive  Officer  in  accordance  with  Rule  404,  Section  404.4.5.  The  | 
determination  reached  under  Commission  procedures  shall  be  final  and  shall  be 
enforced  by  every  employee  and  officer. 


403.3.3  Procedures  for  Complaints  of  Discrimination 

Pursuant  to  the  provisions  of  the  Charter  and  this  Rule,  the  ML \ ^ — r- 

-A — iO  i i-;iii-.noruiiion.4)c>iijnco  shall  promulgate 
procedures  for  the  review  and  resolution  of  employment  discrimination 
complaints  ihc  'ii.:  .ii'pKnal  ol  ihc  ('ii\'s  lluni.'n 

i )ircclor. 

403.3.4  Appeal  of  the  Aiiy_‘>^Human  Resources  Director  decision  may  be  filed  in  writing  | 
with  the  Executive  Officer  to  the  Civil  Service  Commission  in  accordance  with 
Section  403.3.2  of  this  Rule. 


Sec.  403.4  Incorporation  of  Federal  Guidelines 

The  Commission,  consistent  with  this  Rule,  hereby  adopts  and  incorporates  the 
Federal  affirmative  action  guidelines  for  local  governments  adopted  by  the  United 
States  Equal  Opportunity  Commission,  the  United  States  Commission  on  Civil 
Rights,  the  United  States  Department  of  Justice,  the  United  States  Department  of 
Labor  and  the  United  States  Civil  Service  Commission  as  adopted  August  26, 
1976  as  amended  from  time  to  time. 
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Rule  404 
Administration 

Applicability:  Unless  otherwise  noted  the  pan  isions  of  Rii';.  -'>4.  shall  appK  to  emplovc-o- 
Cntical  classes.  ::  ' — ^ ■'■■r-;  .;.f  !^:! j ' ---'j  • — ^ 

Sec.  4t)4.1  Election  of  President  and  Vice-President 
Sec.  41)4.2  Duties  of  President  and  Vice-President 
Sec.  404.3  Executive  Officer 

Sec.  404.4  Duties  of  Executive  Officer 
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Rule  404 
Administration 


ApplicabilitN ; 


\ ees  in  all  M TA  Ser\  i 


Sec.  4iM.1  Flection  of  President  and  \'ice-President 


At  its  first  regular  meeting  in  June  of  each  year,  the  Commission  shall  elect 
one  of  its  members  President  and  one  of  its  members  \hce-President.  and 
each  shall  hold  office  for  a term  ending  May  31  of  the  next  succeeding  year 
or  imtil  a successor  has  been  elected. 

Sec.  404.2  Duties  of  President  and  Vice-President 


4-4.2. 1 The  President  shall  preside  at  all  meetings  of  the  Commission  and 

shall  act  as  spokesperson  for  tlie  Conunission.  The  President  or  the 
Commission  ma}'  establish  such  standing  or  special  committees  as  deemed 
necessar\'.  Nothing  in  diese  Rules  shall  prohibit  the  President  from  making 
or  seconding  a motion  and  otherwise  fully  panicipating  as  a Commissioner. 

:N4.2.2  The  \'ice-President  shall  assume  tlie  duties  of  the  President  when 

the  President  is  absent  or  when  the  President  shall  designate  the  \Tce- 
President  to  act.  In  tlie  e\’ent  of  tlie  death,  resignation,  or  permanent 
disabiliw  of  the  President,  the  \Tce-President  shall  act  for  the  President  until 
the  Commission  shall  elect  a President  to  seive  until  the  normal  expiration 
of  tlie  temi  of  tlie  succeeded  President.  Alien  acting  for  tlie  President,  the 
Mce-President  shall  lla^■e  all  of  the  powers  of  the  President  and  shall  assume 
all  tlie  duties  of  the  President. 

Sec.  4114.3  Executive  Officer 


The  Conimission  shall  appoint  an  Executi^■e  Assistant  who  shall  be  tlie 
Chief  Executi^■e  of  the  Conimission  and  who  shall  hereinafter  be  titled, 
Executi^■e  Officer,  and  who  shall  hold  office  at  the  pleasure  of  the 
Conimission. 
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Sec.  404.4  Duties  of  Executive  Officer 

In  the  performance  of  all  duties,  the  Executive  Officer  shall  be  responsible 
to  the  Commission.  The  duties  of  the  Executive  Officer  shall  be  to: 

^4.4.1  delegate  duties  where  necessarv'  and  supervise  and  direct  the  work 

of  all  persons  employed  in  the  Civil  Service  Department; 

:i_4.4.2  keep  the  minutes  and  other  records  of  the  Commission  and  certify 

to  the  same  wiien  required; 

:_4.4.3  make  recommendations  relative  to  matters  of  policy  and  for 

necessary  amendments  to  these  Rules; 

—4.4.4  report  to  the  Commission  from  time  to  time  as  directed  concerning 

the  details  of  the  work  of  the  Civil  Service  Department  and  on  the  operation 
of  the  civil  service  merit  system; 

r_4.4.5  promulgate  procedures  for  the  processing  of  all  appeals  including 

but  not  limited  to  deadlines  for  filing  of  wdtten  reports  by  the  parties  to  the 
appeal; 


4jj4.4.6  prepare  the  budget  for  the  Civil  Service  Department,  approve 

accounts,  and  administer  generally  the  expenditure  of  funds  appropriated  for 
the  operation  of  the  Civil  Service  Department; 

404.4.7  assign  an  employee  of  the  Civil  Service  Department  or  the  ' : v ' 
Department  of  Human  Resources  to  serve  as  acting  Executive  Officer  when 
required;  and 

404.4.8  perform  such  additional  duties  as  assigned  from  time  to  time  by  the 
Commission. 
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RULE  405 

Meetings  and  Hearings  of  the  Commission 

Article  I:  Meetings 

Applicability:  Unless  othei-wise  noted  the  provisions  of  Article  I.  Rule  405.  shall  apply  to  employees  in  all 
MTA  Service-Critical  classes.  Unless  otherwise-noted,-  the- provisions  of  Rl^le-5  apply  to 


employe* 

?s  in  all-classes. 

Sec.  405.1 

Regular  Meetings 

Sec.  405.2 

Adjourned  Regular  Meeting 

Sec.  405.3 

Special  Meetings 

Sec.  405.4 

Commission  Meetings  - Public 

Sec.  405.5 

Executive  Session 

Sec.  405.6 

Minutes 

Article  II:  Hearings  and  Hearing  Procedures 

Applicability:  Unless  otherwise  noted  the  provisions  of  Article  II.  Rule  405.  shall  apply  to  emploNees  in 
all  MTA  Service-Critical  classes  Unless  otherwise-noted,  the  provisions  of  Rule  5 apply  to 


employe* 

;s  in  all  classes. 

Sec.  405.7 

Communications 

Sec.  495.8 

Quorum 

Sec.  405.9 

Motion  Requires  Second 

Sec.  405.10 

Roll  Call  Vote 

Sec.  405.11 

Tie  Vote 

Sec.  405.12 

Appeal  of  Human  Resources  Director's  Action 

Sec.  405.13 

Reconsideration  of  Commission  Action 

Sec.  405.14 

Moot  Questions 

Sec.  405.15 

Rules  of  Order 
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Article  11:  Hearings  and  Hearing  Procedures  (Cont.) 


Sec.  405.16 

Item  Heard  Out  of  Order 

Sec.  405.17 

Calendared  Matters  to  be  Postponed 

Sec.  405.18 

Matters  to  be  Heard  bv  the  Commission 

Sec.  405.19 

Procedure  for  Commission  Hearings 

Sec.  405.20 

Requirement  for  Written  Report 

Sec.  405.21 

Requirement  to  Vote 

Sec.  405.22 

Submission  of  Written  Material 

CSC  Rules  - Volume  IV  - MTA  Serv'ice-Critical 

405.2 


(Date  Issued) 


City  and  County  of  San  Francisco 


Draft  2000 


Civil  Service  Commission 


Rule  405 

Meetings  and  Hearings  of  the  Commission 
Article  I:  Meetings 


Applicability;  Unless  otherwise  noted  the  provisions  of  Article  I.  Rule  405,  shall  appK  to  employees  in  all 
MTA  Service-Critical  classes 


Sec.  405.1  Regular  Meetings 

405.1.1  Regular  meetings  shall  be  held  on  the  first  and  third  Monday  of  each  month 
at  2:00  p.m.  in  the  Commission  Meeting  Room,  Room  428,  Fourth  Floor, 
City  Hall,  1 Dr.  Carlton  B.  Goodlett  Place,  or  at  such  other  day,  time,  or 
place  as  the  Commission  at  a prior  regular  meeting  may  designate. 

405.1.2  Any  change  of  time  or  place  of  meeting  shall  be  posted. 

405.1.3  When  a regular  meeting  day  falls  on  a holiday,  the  Commission  shall  meet 
on  the  next  succeeding  business  day  unless  at  a prior  regular  meeting  it 
designates  some  other  day  for  its  meeting. 


405.1.4  A regular  meeting  shall  not  be  adjourned  before  5:30  p.m.,  provided  that,  if 
in  the  judgment  of  the  President  of  the  Commission  all  calendared  business 
has  been  concluded,  the  meeting  may  be  adjourned  at  an  earlier  time. 
Persons  having  a matter  on  calendar,  who  within  five  working  days 
following  the  date  of  the  meeting  request  in  wTiting  that  their  matter  be 
recalendared  because  of  their  non-appearance  due  solely  to  the  earlier 
adjournment  time,  shall  have  their  matter  recalendared  for  original 
consideration.  Nothing  contained  herein  shall  be  construed  as  barring  the 
Commission  from  recessing  from  time  to  time  during  the  continuance  of  the 
meeting. 


Sec.  405.2  Adjourned  Regular  Meeting 


The  Commission  may  adjourn  any  regular  meeting  to  a time  and  place 
specified.  The  adjourned  meeting  shall  be  part  of  the  regular  meeting. 


Sec.  405.3  Special  Meetings 


405.3.1  Special  meetings  may  be  called  by  the  President  or  a majority  of  the 
Commission  in  accordance  with  applicable  local  and  State  laws. 
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See.  405.3 

405.3.2 


See.  405.4 

See.  405.5 


Sec.  405.6 


Special  Meetings  (cont.) 

Notice  shall  be  sent  by  the  Executive  Officer  to  all  concerned  parties  who 
have  matters  on  the  special  meeting  agenda.  Such  notice  must  be  delivered 
personally  or  by  mail  at  least  24  hours  before  the  time  of  such  meeting  as 
specified  in  the  notice.  A copy  shall  also  be  posted  on  the  Bulletin  Board. 
The  notice  shall  specify  the  time  and  place  of  the  meeting  and  the  business 
to  be  transacted.  No  other  business  shall  be  transacted  except  that  for  which 
the  meeting  is  ordered. 

Commission  Meetings  - Public 


All  meetings  of  the  Commission  shall  be  open  to  the  public  except  as 
otherwise  legally  authorized. 

Executive  Session 


The  Commission  may  hold  executive  sessions  to  consider  the  employment 
or  dismissal  of  an  officer  or  employee  subject  to  the  jurisdiction  of  the 
Commission;  to  hear  complaints  or  charges  brought  against  such  officer  or 
employee  unless  such  officer  or  employee  requests  a public  hearing;  or  for 
other  purposes  in  accordance  with  applicable  local  and  State  laws. 

Minutes 


The  Executive  Officer  shall  record  in  the  minutes  the  time  and  place  of  each 
meeting,  the  names  of  the  Commissioners  present,  all  official  acts  of  the 
Commission  and  the  votes  of  the  Commissioners.  When  requested,  a 
Commissioner's  dissent  or  approval,  together  with  the  reasons  therefore, 
shall  be  recorded.  The  minutes  shall  be  vvTitten  and  presented  for  correction 
and  approval  at  the  next  regular  meeting. 
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Rule  405 

Meetings  and  Hearings  of  the  Commission 
Article  II:  Hearing  and  Hearing  Procedures 

Applicability;  Unless  othenvise  noted  the  provisions  of  Article  II.  Rule  405,  shall  applN'  to  employees  in  all 
MTA  Service-Critical  classes. 


Sec.  405.7 

Communications 

405.7.1 

Communications  requiring  action  by  the  Commission  must  be  filed  in 
writing  in  the  Civil  Service  Department.  The  Executive  Officer  shall 
maintain  a register  of  communications  received  with  disposition 
recorded.  Such  register  shall  be  open  for  public  inspection  during  regular 
business  hours. 

405.7.2 

Communications  not  requiring  action  by  the  Commission  under  these 
Rules  shall  be  processed  by  the  Executive  Officer  as  provided  by  these 
Rules,  and  proper  notations  shall  be  made  on  the  pertinent  records. 

405.7.3 

A Commissioner  may  request  that  any  matter  be  calendared.  All  requests 
for  hearing  shall  be  calendared  within  a reasonable  period  of  time. 

Sec.  405.8 

Quorum 

The  majority  of  all  members  of  the  Commission  shall  constitute  a 
quorum  and  the  concurrence  of  a majority  shall  be  necessar\’  to  an}' 
action. 

Sec.  405.9 

Motion  Requires  Second 

A motion  made  by  any  Commissioner  shall  require  a second. 

Sec.  405.10  Roll  Call  Vote 

A roll  call  vote  may  be  requested  by  a Commissioner  on  any  matter 
before  the  Commission. 

Sec.  405.11  Tie  Vote 

If  only  four  Commissioners  are  present  and  it  is  evident  that  they  are  not 
in  agreement  on  the  matter  or  request  before  the  Commission,  then  any 
Commissioner  or  any  interested  party  may  request  a postponement  of 
action. 
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Sec.  405.12  Appeal  of  the  action  of  the  City’s  Human  Resources  Director,^  ftft4 
the  Executive  Officer  -s  Action  or  the  MTA  Director  of 

transportation/Designee. 

405.12.1  Examination  Matters 


An  action  by  the  MTA — Human — Resources — Director  Director  of 
rransportation/Designee.  on  examination  matters,  may  be  appealed  to  the 
Commission  provided  such  appeal  is  received  by  the  Executive  Officer 
before  12  Noon  on  the  fifth  working  day  (excluding  Saturdays,  Sundays, 
and  holidays)  following  the  postmarked  mailing  date  of  notification  to  the 
appellant.  The  Commission's  action  on  the  appeal  shall  be  final  and  no 
reconsideration  request  shall  be  allowed. 

405.12.2  Employee  Compensation  Matters 

An  action  by  the  MTA  Human — Resources — Director  Director  of 
Transportation/Designee,  on  wage  and  salary  matters,  may  be  appealed  to 
the  Commission  provided  such  appeal  is  received  by  the  Executive 
Officer  before  12  noon  on  the  seventh  working  day  (excluding  Saturdays, 
Sundays,  and  holidays)  following  the  postmarked  mailing  date  of 
notification  to  the  appellant.  The  Commission's  action  on  the  appeal  shall 
be  final  and  no  reconsideration  request  shall  be  allowed. 

405.12.3  Personal  Services  Contracts 

An  action  by  the  CITY'S  Human  Resources  Director  on  personal  services 
contracts  may  be  appealed  provided  such  appeal  is  received  by  the 
Executive  Officer  during  the  posting  period  prescribed  in  Commission 
personal  services  contract  procedures.  The  Commission's  action  on  the 
appeal  shall  be  final  and  no  reconsideration  request  shall  be  allowed. 
Personal  services  contracts  not  appealed  during  the  prescribed  posting 
period  shall  be  calendared  for  ratification  by  the  Commission. 
Ratification  action  by  the  Commission  shall  be  final  and  no 
reconsideration  request  shall  be  allowed. 
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405.124 


Sec.  405.13 

405.13.1 


405.13.2 


405.13.3 

Sec.  405.14 

Sec.  405.15 

Sec.  405.16 


Other  Matters 

An  action  by  the  City's  Human  Resources  Director  or  the  MTA  Director 
of  Transportation/Desianee  on  other  matters  or  an  action  of  the  Executive 
Officer  on  a matter  under  the  Executive  Officer's  jurisdiction  may  be 
appealed  to  the  Commission  provided  such  appeal  is  received  by  the 
Executive  Officer  within  30  calendar  days  following  the  postmarked 
mailing  date  of  notification  to  the  appellant.  The  Commission's  action  on 
the  appeal  shall  be  final  and  no  reconsideration  request  shall  be  allowed. 

Reconsideration  of  Commission  Action 

A request  to  reconsider  a Commission  action  that  was  not  calendared  as  an 
appeal  of  the  MTA  Director  of  Transportation/Designee  or  City's  Human 
Resources  Director's  or  Executive  Officer's  decision  must  be  in  writing 
and  received  by  the  Executive  Officer  no  later  than  30  calendar  days 
following  the  date  of  the  action.  Requests  received  after  30  days  will  not 
be  processed  and  will  be  denied. 

A request  for  reconsideration  must  succinctly  specify  the  reasons  for  the 
request  and  shall  be  calendared  as  soon  as  practicable  after  receipt  of  the 
written  request.  The  Commission  may  allow  up  to  three  minutes  of  verbal 
testimony  from  the  requestor  or  representative.  If  the  Commission  agrees 
to  grant  the  request  for  a reconsideration,  the  matter  shall  be  calendared  at 
a subsequent  Commission  meeting. 

The  Commission's  action  to  deny  a request  for  reconsideration  or  the 
Commission's  decision  following  a reconsideration  hearing  shall  be  final 
and  no  further  requests  for  reconsideration  shall  be  considered. 

Moot  Questions 

Request  for  rulings  on  moot  or  hypothetical  questions  will  not  be 
considered. 

Rules  of  Order 

Except  as  otherwise  provided  herein,  Robert's  Rules  of  Order,  in  its  latest 
revision,  shall  guide  the  Commission  in  its  proceedings. 

Item  Heard  Out  of  Order 

A request  that  a calendared  item  be  heard  out  of  order  shall  be  presented  at 
the  start  of  the  meeting  to  the  President  stating  the  reason  for  the  request. 
The  President  shall  decide  if  the  request  will  be  granted. 
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Sec.  405.17 

Calendared  Matters  to  be  Postponed  " 

All  calendared  matters  to  be  postponed  shall  be  announced  by  the 

Executive  Officer  at  the  start  of  the  meeting. 

Sec.  405.18 

Matters  to  be  Heard  bv  the  Commission 

Only  matters  that  have  been  calendared  will  be  heard  by  the  Commission 
at  any  meeting.  No  oral  requests  for  rulings  will  be  considered. 

Notification  of  the  Commission  actions  shall  be  mailed  no  later  than  the 
second  working  day  following  such  action. 

Sec.  405.19 

Procedure  for  Commission  Hearings 

All  Commission  hearings  in  disputed  matters  shall  conform  to  the 
following  procedures: 

405.19.1 

Consent  Agenda 

Presentation  by  opponent  for  a maximum  time  limit  of  five  minutes;  and  response  by  depart 

405.19.2 

Regular  Agenda  ^ 

Presentation  by  staff  or  departmental  representative  for  a maximum  time 
limit  of  five  minutes;  and  response  by  opponent  or  appellant  for  a 
maximum  time  limit  of  five  minutes.  No  witnesses  other  than  those 
designated  herein  shall  be  permitted. 

405.19.3 

Separation  Hearings 

1)  Presentation  by  department  for  a maximum  time  limit  of  ten 
minutes  unless  extended  by  the  Commission  as  follows  opening  summary 
of  case  (brief  overview);  discussion  of  evidence;  corroborating  witnesses, 
if  necessary;  and  closing  remarks. 

2)  Presentation  by  employee  or  employee's  representative  for  a 
maximum  time  limit  of  ten  minutes  unless  extended  by  the  Commission 
as  follows  opening  summary  of  case  (brief  overview);  discussion  of 
evidence;  corroborating  witnesses,  if  necessary;  and  closing  remarks. 

3)  The  Commission  may  allocate  five  minutes  for  each  side  to  rebut 
evidence  presented  by  other  side. 
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405.19.4 


Sec.  405.20 


Sec.  405.21 


Sec.  405.22 


Commission  Authority 

The  Commission  reserves  the  right  to  question  each  party  during  its 
presentation  and,  in  its  discretion,  to  modify  the  time  allocations  and 
requirements  set  forth  above. 

Requirement  for  Written  Report 

All  matters  coming  before  the  Commission,  except  matters  properly 
heard  in  executive  session,  shall  be  supported  by  a complete  report  in 
writing  prepared  in  accordance  with  procedures  determined  by  the 
Executive  Officer  and  shall,  together  with  all  written  documentation  to  be 
presented  at  the  hearing,  be  delivered  to  each  of  the  Commissioners  not 
later  than  4:00  p.m.  on  the  second  business  day  preceding  the  meeting 
day.  Any  matter  coming  before  the  Commission  not  in  compliance  with 
this  Rule  shall,  upon  request  of  any  Commissioner,  be  deemed  out  of 
order  and  shall  be  continued  to  the  next  scheduled  meeting. 

Requirement  to  Vote 

Each  member  of  the  Commission  present  at  a meeting  must  vote  for  or 
against  a particular  question,  unless  excused  from  voting  by  a motion 
adopted  by  a majority  of  the  members  present. 

Submission  of  Written  Material 


All  written  material  to  be  considered  by  the  Commission  in  support  of  an 
agenda  item  shall  be  submitted  to  the  Executive  Officer  no  later  than  the 
fourth  business  day  preceding  the  Commission  meeting  or  in  accordance 
with  appellate  procedures  established  by  the  Executive  Officer.  An 
original  and  such  additional  copies  as  required  by  the  Executive  Officer 
shall  be  provided. 
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Rule  406 

Transport  Workers  Union  - San  Francisco 
Municipal  Railway  Trust  Fund 

Applicability:  The  provisions  of  Rule  406  apply  only  to  the  Transit  Operators  of  The  Municipal  h 
Acenc\  M-iTTi-Cri^g-l-feTkcav. 


Sec.  406.1 

Charter  Provision 

Sec.  406.2 

Determination  of  Dollar  Value  of  Differences  in  Benefits 

Sec.  406.3 

Establishment  of  Trust  Fund 

Sec.  406.4 

Board  of  Trustees 

Sec.  406.5 

Powers  and  Duties  of  Board  of  Trustees 

Sec.  406.6 

Vested  Rights 

Sec.  406.7 

Protection  of  Trustees 

Sec.  406.8 

Mediation  and  Arbitration 

Sec.  406.9 

Audit  Report 

Sec.  406.10 

Trust  Fund  Board  Meetings 
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Rule  406 

Transport  Workers  Union  - San  Francisco 
Municipal  Railway  Trust  Fund 


Applicability:  The  provisions  of  Rule  406  apply  only  to  the  Transit  Operators  of  the  Miiniciixil  I ranb.portarion 


Sec.  406.1  Charter  Provision 


406.1.1  Charter  Section  A8.404  of  the  Charter  provides  for  the  establishment  of  a fund  to 
receive  and  to  administer  that  money  which  represents  the  dollar  value  difference 
between  vacation,  retirement  and  health  service  benefits  provided  by  Charter  for 
platform  employees,  coach  or  bus  operators  of  the  Municipal  Railway  (hereinafter 
referred  to  as  "operators")  when  such  benefits  are  less  than  those  provided  in  the 
two  other  street  railway  and  bus  systems  and  are  used  for  the  determination  of  wage 
schedules  for  operators  of  the  Municipal  Railway. 

406.1.2  The  Commission  is  mandated  to  adopt  Rules,  subject  to  approval  by  the  Board  of 
Supervisors  by  ordinance,  for  the  establishment  and  general  administration  of  the 
fund.  Such  Rules  must  provide  for  a joint  administration  of  the  fund  by 
representatives  of  the  city  government,  including  representatives  of  the  Public 
Transportation  Commission  and  representatives  of  the  organized  operators. 

406.1.3  The  Charter  further  states  that  such  Rules  may  provide  a procedure  for  final  and 
binding  arbitration  of  the  disputes  which  may  arise  between  representatives  of  the 
City  government  and  the  representatives  of  the  organized  operators. 

406.1.4  The  Charter  further  requires  that  the  Rules  provide  that  all  investments  of  the  fund 
shall  be  of  the  character  legal  for  insurance  companies  in  California. 


Sec.  406.2  Determination  of  Dollar  Value  of  Differences  in  Benefits 


The  dollar-value  difference  between  vacation,  retirement  and  health  service  benefits 
provided  by  Charter  for  operators  of  the  Municipal  Railway,  when  such  benefits  are 
less  than  those  provided  in  the  two  other  street  railway  and  bus  systems  used  for  the 
establishment  of  wage  schedules  for  operators  of  the  Municipal  Railway,  shall  be 
determined  by  the  Commission  after  consultation  with  Local  250A,  Transport 
Workers  Union  of  America,  (or  the  employee  organization  having  exclusive  group 
representational  rights  before  the  f-Tv.-  L-ttt-- — TTT--^-Tr-\  11  \ Commission),  and  | 
shall  be  included  in  the  Ordinance  adopted  pursuant  to  the  provisions  of  Section 
8.404  of  the  Charter.  The  procedure  for  payment  of  moneys  due  to  the  Fund  in 
accordance  with  Charter  authority  and  the  provisions  of  this  Rule  shall  be 
established  by  the  Controller. 
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Sec.  406.3  Establishment  of  Trust  Fund 


In  accordance  with  the  authority  of  Charter  Section  A8.404,  there  is  hereby 
established  a Transport  Workers  Union-San  Francisco  Municipal  Railway  I'nist 
Fund  (hereinafter,  for  the  purpose  of  this  Rule,  to  be  referred  to  as  the  "Trust  Fund") 
to  be  administered  as  hereinafter  set  forth. 


Sec.  406.4  Board  of  Trustees 

406.4.1  The  Trust  Fund  shall  be  administered  by  a Board  of  Trustees  (hereinafter  referred  to 
as  "The  Board")  of  six  members  to  be  selected  as  follows: 

1)  two  trustees  to  be  appointed  by  the  MIA  Commission  who 

shall  serve  at  the  pleasure  of  the  Public  Transportation  Commission; 

2)  one  trustee  to  be  appointed  by  the  Civil  Service  Commission  who  shall  serve  at 
the  pleasure  of  the  Civil  Service  Commission; 

3)  three  trustees  to  be  appointed  by  Local  250A,  Transport  Workers  Union  of 
America,  (or  the  employee  organization  having  exclusive  group  representational 
rights  before  the  Public  Transportation  Commission),  who  shall  serve  at  the 
pleasure  of  the  Union;  and 

4)  the  appointing  authority  may  also  appoint  and  at  its  pleasure  remove  one 
alternate  for  each  trustee  to  serve  when  trustees  are  not  available  to  attend  meetings 
of  the  Board.  An  alternate  when  serving  in  the  place  of  a trustee  shall  have  full 
power  to  act  as  a trustee. 

406.4.2  Members  of  the  Board  and  their  alternates  shall  serve  until  such  time  as  they 
separate  themselves  or  are  removed  from  their  appointment.  If  a trustee  position  is 
vacated,  the  trustee's  alternate  shall  serve  until  a successor  is  designated  by  the 
appropriate  designating  authority. 

406.4.3  The  Board  shall  elect  one  member  as  president  and  one  member  as  vice  president 
and  shall  establish  their  terms  of  office,  provided  however,  that  a member  appointed 
by  management  (If:! Tic — ! iai  .'i''  i ui'l;.  ::  M I A Commission  or  Civil  Service 
Commission)  and  a member  appointed  by  the  employees  (Transport  Workers 
Union)  shall  alternate  terms  in  each  such  office  and  that  a member  appointed  by 
management  shall  serve  as  vice  president  during  the  term  in  which  a member 
appointed  by  the  employees  holds  office  as  president,  and  vice  versa. 


406.4.4  Actions  of  the  Board  shall  be  by  majority  vote  of  all  of  the  trustees. 
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Sec.  406.4  Hoard  of  Trustees  (cont.) 


406.4.5 


406.4.6 


See.  406.5 


406.5.1 


406.5.2 


406.5.3 

406.5.4 

406.5.5 

406.5.6 

406.5.7 

406.5.8 

406.5.9 


'frustees  who  are  employees  of  the  City  shall  be  authorized  to  attend  meetings  of 
the  Board  held  during  regular  working  hours  of  the  employee  without  loss  of  pay. 

No  trustee  shall  receive  payment  or  emolument  of  any  kind  for  services  but  may  be 
reimbursed  from  the  Trust  Fund  for  all  reasonable  expenses  incurred  in  the 
performance  of  duties  as  trustee. 

Powers  and  Duties  of  Board  of  Trustees 

The  Board  shall  have  the  power  and  it  shall  be  its  duty  to: 

establish  by  Rule  the  detailed  procedure  for  the  receipt  of  moneys  to  the  Trust 
Fund  and  for  the  administration  of  the  Trust  Fund,  which  shall  include  a provision 
that  all  investments  of  the  Trust  Fund  shall  be  of  the  character  legal  for  insurance 
companies  in  California; 

appoint  an  administrator  or  secretary  of  the  Trust  Fund  who  shall  be  the  Executive 
Officer  and  Secretary  of  the  Board  and  whose  duties  and  responsibilities  shall  be 
set  forth  by  the  Board  and  who  shall  serve  at  the  pleasure  of  the  Board; 

establish  such  other  positions  as  in  the  judgment  of  the  Board  may  be  required  to 
staff  the  office  of  the  Trust  Fund  and  to  make  appointments  to  such  positions; 

provide  for  the  bonding  of  the  trustees,  the  administrator,  and  such  other 
employees  of  the  Trust  Fund  as  in  the  judgment  of  the  Board  should  be  bonded; 

select  a location  for  quarters  for  the  Trust  Fund  and  provide  for  the  equipment  of 
such  office; 

provide  for  the  costs  of  administration  of  the  Trust  Fund  including  the  salaries  of 
all  employees  and  the  costs  involved  in  the  purchase,  lease  or  rental  and  the 
equipment  of  quarters; 

establish  the  types  of  benefits  that  shall  be  made  available  to  the  operators  and  the 
procedures  and  methods  for  the  disbursement  of  such  benefits; 

establish  procedures  for  the  investment  of  funds  within  the  restrictions  herein 
provided,  which  procedures  may  provide  for  the  employment  of  the  services  of  an 
investment  counsel; 

provide  for  the  retention  of  legal  or  actuarial  counsel  when  such  assistance  is 
deemed  by  the  Board  to  be  required; 
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Sec.  406.5  Powers  and  Duties  of  Board  of  Trustees  (cont.) 


406.5.10  establish  accounting  procedures  to  properly  account  for  the  administration  of  the 
Trust  Fund;  and 

406.5.11  prepare  an  annual  report  to  the  ! r:;!:-  ;"  'r-i'T-ivM:  'Mj  .\_Commission  and  to  the 

officers  and  members  of  Local  250A  of  the  Transport  Workers  Union  of  America 
(or  the  employee  organization  having  exclusive  group  representational  rights 
before  the  Public  Transportation  Commission),  which  report  shall  include  a 
summary  of  the  income,  investments,  disbursements  and  administrative  expenses 
of  the  Trust  Fund. 


Sec.  406.6  Vested  Rights 

Neither  the  City,  nor  the  Union,  or  the  individual  operators  shall  have  any  vested 
rights  in  or  to  the  Trust  Fund  or  any  part  thereof  except  the  right  of  the  qualified 
operators,  their  dependents,  their  beneficiaries,  or  next  of  kin  to  receive  the 
benefits  provided  for  in  the  plan  to  which  they  may  be  respectively  entitled. 

Sec.  406.7  Protection  of  Trustees 


406.7.1  Neither  the  trustees  nor  any  individual  or  successor  trustee  shall  be  personally 
answerable  or  personally  liable  for  any  liabilities  or  debts  of  the  Trust  Fund 
contracted  by  them  as  such  trustees,  or  for  the  non-fulfillment  of  contracts,  but  the 
same  shall  be  paid  out  of  the  Trust  Fund  and  the  Trust  Fund  is  hereby  charged  with 
a first  lien  in  favor  of  each  of  such  trustees  for  security  and  indemnification  for  any 
amounts  paid  out  by  such  trustee  for  any  such  liability  and  for  the  trustee's  security 
and  indemnification  against  any  liability  of  any  kind  which  the  trustees  or  any  of 
them  may  incur  hereunder;  provided  however,  that  nothing  herein  shall  exempt  any 
trustee  from  liability  arising  out  of  the  trustee's  own  willful  misconduct  or  bad  faith 
or  entitle  such  trustee  to  indemnification  for  any  amounts  paid  or  incurred  as  a 
result  thereof 


406.7.2  The  trustees  and  each  individual  trustee  shall  not  be  liable  for  any  error  of 
judgment  or  for  any  loss  arising  out  of  any  act  or  omission  in  the  execution  of  the 
Trust  Fund,  as  long  as  they  act  in  good  faith;  nor  shall  any  trustee,  in  the  absence 
of  the  trustee's  own  willful  misconduct  or  bad  faith,  be  personally  liable  for  the 
acts  or  omissions  (whether  performed  at  the  request  of  the  trustees  or  not)  of  any 
other  trustee,  employee,  agent  or  attorney  elected  or  appointed  by  or  acting  for  the 
trustees. 
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See.  406^  rrotection  of  Trustees  (Cont.) 

406.7.3  fhe  costs  and  expenses  of  any  action,  suit  or  proceeding  brought  by  or  against  the 
trustee  or  any  of  them  (including  counsel  fees)  shall  be  paid  from  the  Trust  Fund, 
except  in  relation  to  matters  as  to  which  it  shall  be  adjudged  in  such  action,  suit  or 
proceeding  that  such  trustee  was  acting  in  bad  faith  in  the  performance  of  the 
trustee's  duties  hereunder. 

Sec.  406.8  Mediation  and  Arbitration 

In  the  event  of  a dispute  on  any  matter  before  the  Board  for  action,  the  Board  may 
by  affirmative  vote  of  three  members  refer  the  matter  to  mediation  or  arbitration. 
The  Board  shall  provide  the  procedure  for  the  mediation  of  any  dispute.  If  a matter 
is  referred  to  arbitration,  then  the  Board  shall  attempt  to  agree  on  the  selection  of  an 
impartial  arbitrator.  If  an  impartial  arbitrator  cannot  be  agreed  upon  within  48 
hours,  then  an  arbitrator  designated  by  the  American  Arbitration  Association  shall 
hear  and  determine  the  issue.  The  written  decision  of  the  arbitrator  shall  be  final 
and  binding  upon  the  Board. 

Sec.  406.9  Audit  Report 

406.9.1  The  Trust  Fund  shall  be  audited  semi-annually  by  an  auditor  to  be  designated  by  the 
Controller  of  the  City  and  County.  The  auditor's  report  shall  be  made  to  the  Board 
of  Supervisors,  with  copies  to  Local  250A,  Transport  Workers  Union  of  America 
(or  to  the  employee  organization  having  exclusive  group  representational  rights 
before  the  Public  Transportation  Commission),  the  Public  Transportation 
Commission,  the  Civil  Service  Commission,  and  the  Controller  and  12  copies  to  the 
Secretary  of  the  Trust  Fund  for  distribution  to  each  trustee  and  alternate  trustee. 


406.9.2  The  cost  of  such  audit  report  shall  be  paid  for  by  the  City  and  County  from  funds  to 
be  appropriated  for  such  purpose  by  the  Board  of  Supervisors.  The  Board  of 
Trustees  and  Local  250A  of  the  Transport  Workers  Union  of  America  (or  the 
employee  organization  having  exclusive  group  representational  rights  before  the 
Public  Transportation  Commission)  may,  each  at  its  respective  option  whenever 
deemed  desirable,  arrange  for  an  additional  independent  audit  of  the  Trust  Fund  by 
a qualified  auditor  of  its  choice,  the  expense  of  which  shall  be  borne  by  the  Trust 
Fund  when  ordered  by  the  trustees  and  by  Local  250A,  Transport  Workers  Union  of 
America  (or  the  employee  organization  having  exclusive  group  representational 
rights  before  the  Public  Transportation  Commission),  when  ordered  by  the  Union. 
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Rule  407 

Rules  Related  to  the  Employer-Employee 
Relations  Ordinance 

Applicability:  Unless  othenvise  noted  the  provisions  of  Rule  407.  shall  ;ippl\-  c-mplovec"-.  in 
Ci  itical  classes.  pr'  .'  i-ionv 


Article  I:  Authority 


Sec.  407.1 

Sec.  407.2 

Sec.  407.3 

Sec.  407.4 

Sec.  407.5 

Authority 

Article  II:  Employee  Recognition  Elections 

Definitions 

Request  for  Recognition 

Decertification  Petition 

Proof  and  Verification  of  Emnlovee’s  Approval 

Sec.  407.6 

Holding  of  Elections 

Sec.  407.7 

Pre-Election  Conference 

Sec.  407.8 

Elections 

Sec.  407.9 

List  of  Eligible  Voters 

Sec.  407.10 

Accuracy  of  List 

Sec.  407.11 

Ballot  Content 

Sec.  407.12 

Amendment  of  Ballot 

Sec.  407.13 

Mail  Ballot 

Sec.  407.14 

Election  Notice 

Sec.  407.15 

Posting  of  Election  Notices 

Sec.  407.16 

Election  Observers 

Sec.  407.17 

Challenged  Ballots 

Sec.  407.18 

Custody  and  Control  of  Challenged  Ballot 

Sec.  407.19 

Report  of  Election  Results 

Sec.  407.20 

Filing  of  Obiections 

Sec.  407.21 

Recognition 

Sec.  407.22 

Investigations 

Sec.  407.23 

Unit  Designation 

all  i\1  I A S /iAi.V; 
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Article  III:  Unfair  Labor  Practice  Charges 

Sec.  407.24 

Definitions 

Sec.  407.25 

Time  Requirement 

See.  407.26 

Contents  of  Charge 

See.  407.27 

Filing  of  Charge 

Sec.  407.28 

Investigation  of  Charges 

Sec.  407.29 

Civil  Service  Department  Action 

Sec.  407.30 

Waiver  of  Time  Requirements 

Article  IV:  Procedures  for  the  Utilization  of 
Administrative  Law  Judges 

Sec.  407.31 

Complaint 

Sec.  407.32 

Service  of  Complaint 

Sec.  407.33 

Notice  of  Hearing  and  Answer  to  Complaint 

Sec.  407.34 

Amendment  to  Complaint 

Sec.  407.35 

Discovery 

Sec.  407.36 

Discovery,  Judicial  Remedy 

Sec.  407.37 

Administrative  Law  Judge,  Reporter 

Sec.  407.38 

Evidence  Rules 

Sec.  407.39 

Evidence  by  Affidavit 

Sec.  407.40 

Official  Notice 

Sec.  407.41 

Decision  of  Administrative  Law  Judge 

Sec.  407.42 

Continuance 

Sec.  407.43 

Matters  Which  May  be  Submitted  to  an  Administrative  Law  Judge 

Sec.  407.44 

Subpoenas 

Sec.  407.45 

Contempt 

Sec.  407.46 

Power  to  Administer  Oath 

CSC  Rules  - Volume  IV  - MTA  Service  Critical 

407.2 


(Date  Issued) 


City  and  County  of  San  Francisco  Civil  Service  Commission 

Draft  2000 

Rule  407 

Rules  Related  to  the  Employer-Employee 
Relations  Ordinance 
Article  I:  Authority 

Applicability:  Unless  othem’ise  notcJ  the  nrovisions  of  Rule  407.  ''liall  it’  t-inploxees  in  .ill  M I A \ iee- 

Critical  classes.  U'rrre--''Othefv.-Ue'i>Ote':l'-'-r!r-ii'M'.'\ ijieuio  priUnlr  vij-pU  t'-'  i~!'  • .■- — - ■■ — r— 

Sec.  407.1  Authority 


By  virtue  of  the  authority  vested  in  it  by  the  Employer-Employee 
Relations  Ordinance  of  the  City  and  County  of  San  Francisco,  (hereinafter  the 
"Ordinance"),  amending  the  Administrative  Code  by  adding  Chapter  16,  Article 
XI. A thereof,  the  Civil  Service  Commission,  (hereinafter  referred  to  as  "Civil 
Service  Department")  hereby  issues  the  following  Rules  which  it  finds  necessary  to 
carry  out  the  provisions  of  said  Ordinance.  The  Civil  Service  Department  shall 
take  such  action  as  it  may  deem  necessary  to  effectuate  the  policies  of  the 
Ordinance. 
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See.  407.2 

Sec.  407.3 


Sec.  407.4 


CSC  Rules 


Rule  407 

Rules  Related  to  the  Employer-Employee 
Relations  Ordinance 
Article  11:  Employee  Recognition  Elections 

' -I-:-  : llic  Di'o\ iNinii  Hi  Kii,  ■ 111/.  I > i cl  1 1 pKn  ees  ill  al  I M I A Sci  A icc - 


Definitions 

Words  and  terms  used  herein  shall  have  the  same  meaning  as  in  the  Ordinance, 
where  applicable.  Wherever  the  word  "certified"  is  used  in  these  Rules  or  on  any 
official  form  of  the  Civil  Service  Department,  it  shall  be  taken  to  mean  and  shall  be 
defined  as  "recognized"  as  that  word  appears  in  the  Ordinance. 

Request  for  Recognition 

The  filing  of  a Request  for  Recognition  or  a Challenging  Petition  accompanied  by 
appropriate  verification  or  proof  of  employees'  approval  shall  be  in  accordance 
with  the  provisions  of  the  Ordinance.  Requests  for  Recognition  and  Challenging 
Petitions  shall  be  in  writing  on  the  form  prescribed  by  the  Civil  Service 
Department,  and  an  original  and  four  copies  shall  be  filed  with  the  Civil  Service 
Department.  Where  the  unit  for  which  recognition  is  sought  involves  a presently 
certified  representative,  such  representative  shall  be  notified  of  the  Request  for 
Recognition. 

Decertification  Petition 

A Decertification  Petition  shall  be  in  writing  on  the  form  prescribed  by  the  Civil 
Service  Department,  and  an  original  and  four  copies  thereof  shall  be  filed  with  the 
Civil  Service  Department.  The  filing  of  a Decertification  Petition  accompanied  by 
appropriate  verification  or  proof  of  employees'  approval  shall  be  in  accordance 
with  the  provisions  of  the  Ordinance  within  the  time  period  set  forth  in  the 
Ordinance  Section. 
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Sec.  407,5 


Sec.  407.6 

Sec.  407.7 

407.7.1 


407.7.2 


CSC  Rules 


Proof  and  Verification  of  Employee’s  Approval 

Proof  of  employees'  approval  of  a Request  for  Recognition,  a Challenging  Petition, 
or  a Decertification  Petition  shall  accompany  the  filing  of  the  prescribed  form. 
Such  proof  need  be  filed  with  the  Civil  Service  Department  only.  For  purposes  of 
verification  by  the  Civil  Service  Department,  a list  of  eligible  employees  shall  be 
furnished  by  the  Human  Resources  Director  or  designee  to  the  Civil  Service 
Department.  Such  list  shall  be  furnished  to  the  Civil  Service  Department  no  more 
than  20  calendar  days  following  the  filing  of  a Request  for  Recognition, 
Challenging  Petition,  or  Decertification  Petition.  Appointing  Officers  shall  furnish 
the  list  of  eligible  employees  from  their  respective  departments  to  the  Department 
of  Human  Resources  no  more  than  ten  calendar  days  after  request  therefrom. 
Determination  whether  such  verification  or  proof  is  satisfactory  shall  be  made  by 
the  Civil  Service  Department  administratively  and  shall  not  be  subject  to  challenge 
at  any  stage  of  the  proceedings. 

Holding  of  Elections 

The  Civil  Service  Department  shall  designate  an  Election  Agent  to  conduct  an 
election  pursuant  to  the  provisions  of  the  Ordinance. 

Pre-Election  Conference 


Prior  to  each  election,  the  Civil  Service  Department  and  the  Election  Agent  shall  | 
arrange  for  at  least  one  pre-election  conference.  The  parties  shall  be  notified  at 
least  five  calendar  days  in  advance  of  this  conference.  Parties  shall  be  defined  as 
the  City  and  County  of  San  Francisco  as  represented  by  the  Human  Resources 
Director  or  designee  and  representatives  from  the  employee  organization(s)  or  joint 
council(s)  of  employee  organizations  qualified  to  be  included  on  the  ballot.  By 
mutual  agreement  of  the  parties  and  subject  to  the  approval  of  the  Civil  Service 
Department  and  the  Election  Agent,  the  eligible  voters,  the  date(s),  time(s),  and 
locations(s)  of  said  election  shall  be  determined  at  the  conference. 

At  this  time,  and  for  good  cause,  the  parties  shall  have  the  opportunity,  subject  to  | 
the  approval  of  the  Civil  Service  Department  and  the  Election  Agent,  to  prescribe 
additional  Rules  and  procedures  for  conducting  said  election.  These  additional 
Rules  and  procedures  shall  be  binding  and  effective  for  said  election  as  if  made  a 
part  of  the  Civil  Service  Department  Election  Rules.  Subsequent  to  the  Pre- 
Election  Conference,  the  parties  shall  sign  an  election  agreement  before  any  further 
action  may  be  taken  with  regard  to  said  election. 


Volume  IV  - MTA  Service  Critical 
407.5 


(Date  Issued) 


C'ity  and  C'ounty  of  San  I'rancisco  Civil  Service  Commission 

Draft  2000 


Sec.  407.8 

K lections 

r-mployces  entitled  to  vote  in  any  election  shall  be  those  employees  within  a 
representation  unit  with  permanent  or  permanent  limited  tenure  status,  as  set  forth 
in  the  Ordinance,  including  those  employees  who  did  not  work  during  such  period 
because  of  illness,  vacation  or  authorized  leaves  of  absence.  The  employees  so 
entitled  shall  be  those  employees  whose  names  appear  on  the  last  payroll  which 
shall  bear  a date  no  less  than  thirty  calendar  days  prior  to  the  date  on  which  the 
election  is  to  be  held  or  such  other  date  within  the  discretion  of  the  Civil  Service 
Department  as  may  be  practicable  under  the  circumstances. 

Sec.  407.9 

List  of  Elisible  Voters 

For  purposes  of  the  election,  a list  in  duplicate  of  eligible  voters  shall  be  furnished 
to  the  Civil  Service  Department  by  the  Human  Resources  Director  or  Designee 
within  twenty  calendar  days  after  a request  therefore  by  the  Civil  Service 
Department  has  been  made.  Appointing  Officers  shall  furnish  the  list  of  eligible 
voters  from  their  respective  departments  to  the  Human  Resources  Director  or 
designee  no  more  than  ten  calendar  days  after  request  therefrom. 

Sec.  407.10 

Accuracy  of  List 

Any  employee  organization(s)  or  joint  council(s)  of  employee  organizations 
qualified  to  be  included  on  the  ballot  shall  be  afforded  an  opportunity  to  examine 
said  list  at  the  offices  of  the  Civil  Service  Department,  and  to  file  any  protest  as  to 
any  inaccuracies  in  said  list  at  that  time.  The  Civil  Service  Department  will 
endeavor  to  seek  agreement  upon  a list  of  eligible  voters  by  and  between  the 
Human  Resources  Director  or  Designee  and  the  organizations  qualified  to  be 
included  on  the  ballot.  If  such  agreement  is  not  reached,  the  Civil  Service 
Department  shall  make  the  determination  of  eligible  voters  and  shall  immediately 
notify  the  Election  Agent  of  its  determination.  This  list  shall  then  become  the 
official  list  of  eligible  voters. 

Sec.  407.11 

Ballot  Content 

Pursuant  to  the  Ordinance,  every  ballot  in  an  election  shall  contain  a choice  of  "no 
organization"  in  addition  to  the  names  of  the  employee  organization(s)  or  joint 
council(s)  of  employee  organizations  which  the  Civil  Service  Department  has 
directed  to  be  placed  on  the  ballot.  The  Election  Agent  shall  determine  by  lot  the 
order  in  which  the  names  of  the  employee  organizations  will  appear  on  the  ballot. 
The  ballot  shall  be  in  the  form  prescribed  by  the  Civil  Service  Department. 
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Sec.  407.12  Amendment  of  Ballot 

407.12.1  Any  employee  organization  or  joint  council(s)  of  employee  organizations  may 
request  that  its  name  be  removed  from  the  ballot  or  as  it  is  to  appear  on  the  ballot, 
be  amended  or  modified.  Such  request  shall  be  filed  with  the  Civil  Service 
Department  in  writing  no  less  than  fourteen  calendar  days  before  the  date  of 
election.  Upon  such  request  and  after  mutual  agreement  of  the  parties,  the  Civil 
Service  Department  shall  direct  the  Election  Agent  to  change  the  ballot 
accordingly. 

407.12.2  Where  a proceeding  involves  a Decertification  Petition,  the  certified  organization 
may  not  have  its  name  removed  from  the  ballot  unless  it  gives  notice  in  writing  no 
less  than  twenty  calendar  days  before  the  date  scheduled  for  the  election.  Such 
notice  shall  constitute  a disclaimer  of  interest  on  the  part  of  the  certified 
representative  to  represent  the  employees  of  the  unit  in  question.  Upon  such 
request  and  after  mutual  agreement  by  the  parties,  the  Civil  Service  Department 
shall  direct  the  Election  Agent  to  change  the  ballot  accordingly. 

Sec.  407.13  Mail  Ballot 

The  Civil  Service  Department  may  order  an  election,  in  whole  or  in  part,  by  mail 
ballot,  as  the  Civil  Service  Department,  in  its  discretion,  may  deem  to  be  desirable. 
If  an  election  by  mail  ballot  is  ordered,  in  whole  or  in  part,  or  if  the  Civil  Service 
Department  determines  that  absentee  ballots  shall  be  used,  the  Civil  Service 
Department  will  establish  Rules  and  procedures  as  prescribed  by  the  Election 
Agent  at  the  pre-election  conference. 

Sec.  407.14  Election  Notice 

Upon  determining  that  an  election  is  to  be  held  pursuant  to  the  Ordinance,  the  Civil 
Service  Department  will  cause  to  be  prepared  a Notice  of  Election  specifying  the 
date  and  place,  or  places  thereof;  the  hours  during  which  the  polls  will  be  open;  the 
unit  in  which  the  election  is  to  be  conducted;  Rules  concerning  eligibility  to  vote;  a 
sample  ballot;  and  such  additional  information  and  instructions  as  the  Civil  Service 
Department  may  determine  to  be  appropriate.  Copies  of  the  Notice  of  Election 
will  be  sent  to  all  employee  organizations  appearing  on  the  ballot,  to  the  Election 
Agent,  and  to  the  Department  of  Human  Resources. 

Sec.  407.15  Posting  of  Election  Notices 

Appointing  officers  and/or  their  designee  shall,  at  the  direction  of  the  Civil  Service 
Department,  post  the  Notice  of  Election  at  work  locations  where  notices  are 
normally  posted  for  the  benefit  of  employees  in  the  unit.  Such  notices  shall  be 
posted  at  least  five  calendar  days,  excluding  Saturdays,  Sundays,  or  Holidays,  prior 
to  the  election,  and  a Declaration  of  Posting  shall  be  filed  on  the  prescribed  form 
with  the  Civil  Service  Department. 
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See.  407. 16  Flection  ObsetAcrs 

407.16.1  l-!ach  employee  organization  or  joint  council(s)  of  employee  organizations  which 
appear  on  the  ballot  may  designate  not  more  than  two  employees  in  the  involved 
representation  unit  to  act  as  observers  at  each  voting  place.  The  Department  of 
1 luman  Resources  may  also  designate  not  more  than  two  management  employees 
as  Observers  at  each  voting  place.  Observers  shall  assist  the  Election  Agent  and 
observe  that  ballots  are  properly  cast  and  properly  counted. 

407.16.2  Observers  shall  not  be: 

1)  supervisors  of  the  employees  voting, 

2)  employees  of  any  employee  organization(s)  or  joint  council  of  employee 
organization(s),  or 

3)  persons  not  then  employed  by  the  City  and  County  of  San  Francisco. 

A Certification  of  Conduct  of  Election  shall  be  filed  on  the  prescribed  form  with 
the  Civil  Service  Department  and  the  Election  Agent. 


Sec.  407.17  Challenged  Ballots 

407.17.1  Any  party,  the  Civil  Service  Department,  or  its  Election  Agent  or  authorized 
observers  may  challenge  the  eligibility  of  a voter  for  good  cause.  Any  ballot  so 
challenged  shall  be  impounded  by  the  Election  Agent.  By  mutual  agreement  at  the 
ballot  counting,  the  parties  may,  with  the  approval  of  the  Civil  Service 
Department,  attest  to  the  validity  of  the  challenged  ballots  and  such  ballots  may 
then  be  counted. 

407.17.2  Unresolved  challenged  ballots  shall  remain  impounded  by  the  Election  Agent.  It 
shall  be  the  responsibility  of  the  challenging  party  to  set  forth,  in  writing,  reasons 
for  such  challenge  within  seven  calendar  days.  Any  other  party  involved  in  the 
election  shall  have  the  right  to  set  forth,  in  writing,  its  reply  thereto  within  seven 
calendar  days  thereafter.  Subsequently,  the  Civil  Service  Department  shall 
determine  the  validity  of  the  challenge  or  challenges  unless  disposed  of  by  mutual 
agreement  of  the  parties  with  the  approval  of  the  Civil  Service  Department.  Such 
disposition  shall  be  made  with  or  without  a hearing  or  investigation  as  the  Civil 
Service  Department  deems  appropriate.  The  Civil  Service  Department  shall 
determine  whether  such  challenged  ballots  are  of  sufficient  number  to  affect  the 
results  of  the  election. 


Sec.  407.18  Custody  and  Control  of  Challenged  Ballots 

Ballots  which  are  the  subject  of  dispute  as  the  result  of  challenges  will  remain  in 
the  custody  and  control  of  the  Election  Agent  until  such  objections  have  been 
either  determined  or  resolved. 
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Sec.  407.19 


Sec.  407.20 


Sec.  407.21 

407.21.1 


407.21.2 

Sec.  407.22 

Sec.  407.23 


Report  of  Election  Results 

The  Election  Agent  shall  furnish  to  the  Civil  Service  Department  and  to  the  parties 
an  unofficial  tally  immediately  following  the  election.  Election  materials 
concerning  the  election,  including  ballots  shall  be  preserved  by  the  Election  Agent 
for  90  calendar  days  following  the  date  of  that  election  or  for  such  longer  period  as 
may  be  deemed  necessary  in  the  discretion  of  the  Civil  Service  Department. 

Filing  of  Objections 

Within  seven  calendar  days  after  the  date  of  the  election,  any  interested  party  may 
file  with  the  Civil  Service  Department  an  original  and  four  copies  of  objections  to 
the  election.  Such  objections  shall  contain  a short  statement  of  the  reasons 
therefor,  and  the  Civil  Service  Department  shall  conduct  an  investigation  to 
determine  whether  such  objections  have  sufficient  merit  to  warrant  a hearing 
before  an  Administrative  Law  Judge. 

Recognition 

If  no  objections  are  filed  within  the  time  limits  set  forth  above,  or  if  the  challenged 
ballots  are  insufficient  in  number  to  affect  the  results  of  the  election,  or  if  no  run- 
off election  is  to  be  held,  the  Civil  Service  Department  shall  forthwith  declare  the 
official  results  of  the  election  and  notify  the  affected  employee  organizations  or 
joint  council(s)  of  employee  organizations  and  the  Department  of  Human 
Resources  of  the  results  and,  where  appropriate,  issue  a certificate  of  recognition 
pursuant  to  the  Ordinance.  The  Department  of  Human  Resources  shall  notify  the 
appropriate  appointing  officer(s)  of  the  official  election  results. 

It  shall  be  the  responsibility  of  the  recognized  employee  organization  or  the 
recognized  employee  joint  council  to  notify  the  Civil  Service  Department 
whenever  such  organization  or  council  ceases  to  represent  the  employees  of  the 
City  and  County. 

Investigations 


The  Civil  Service  Department  may  conduct  investigations  in  connection  with 
elections  or  any  matters  arising  therefrom  pursuant  to  the  provisions  of  the 
Ordinance. 

Unit  Designation 

M r.\  Dirccior  of  l raiisnv)iialitMT'I.)cMLincc-  -i  'v.  ! I .iiuiii  !*  j — 'iroc'  Hw-,.; — ^shall 
designate  new  classes,  reclassifications,  and  requests  for  unit  transfer  of  classes  to 
the  proper  unit. 
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Article  III:  Unfair  Labor  Practice  Charges 
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Sec.  407.24 

Definitions 

407.24.1 

Unfair  practice:  A violation  of  the  Ordinance. 

407.24.2  Charge:  A written  averment  of  a violation  of  the  Ordinance. 

407.24.3  Answer:  A written  denial  or  an  acknowledgment  that  a violation  of  the  Ordinance 
has  occurred. 

407.24.4  Charging  Party:  The  person,  organization  or  other  entity  lodging  the  charge  with 
the  Civil  Service  Department. 

407.24.5  Charged  Party:  The  person,  organization  or  entity  averred  by  the  charging  party 
to  have  violated  the  Ordinance. 

407.24.6  Service:  Actual  delivery  of  any  paper  to  the  party  upon  whom  service  is  required 


by  this  Rule. 

Sec.  407.25 

Time  Requirement 

Charges  shall  be  filed  with  the  Civil  Service  Department  within  90  days  after  the 
occurrence  of  the  alleged  unfair  labor  practice  or  discovery  thereof. 

Sec.  407.26 

Contents  of  Charge 

A charge  that  a violation  of  the  Ordinance  has  occurred  shall  be  filed  in  writing  on 
the  form  prescribed  by  Civil  Service  Department.  Such  charge  shall; 

1)  be  signed  by  the  person  averring  a violation  of  the  Ordinance; 

2)  contain  a declaration  by  the  person  filing  such  charge,  under  penalty  of  perjury, 
pursuant  to  Section  446  of  the  California  Code  of  Civil  Procedures  or  otherwise  be 
under  oath; 
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Sec.  407.26 


Sec.  407.27 


Sec.  407.28 


Sec.  407.29 


Sec.  407.30 


CSC  Rules 


Contents  of  Charge  (cont.) 

3)  contain  a plain,  concise  statement  descriptive  of  the  violation  asserted, 
including,  if  possible,  the  names  and  addresses,  the  time  and  place  of  occurrence  of 
the  particular  acts,  telephone  numbers  of  the  persons  or  organizations  asserted  to 
be  in  violation,  and  the  subdivision  or  subdivisions  of  the  Ordinance  asserted  to  be 
violated;  and 

4)  contain  the  full  name,  affiliation,  address  and  telephone  number  of  the  charging 
party,  and  the  title  of  any  representative  identified  as  or  with  the  charging  party. 

Filing  of  Charge 

Six  copies  of  a charge  shall  be  filed  with  the  Executive  Officer  of  the  Civil  Service 
Commission. 

Investigation  of  Charges 

The  Civil  Service  Department  shall  investigate  each  charge  and  will  make  a 
written  report  within  30  calendar  days,  excluding  Saturdays,  Sundays  and 
Holidays,  from  receipt  of  the  charges.  The  Civil  Service  Department  shall 
endeavor  to  resolve  the  charge  through  mediation  prior  to  a formal  hearing. 

Civil  Service  Department  Action 

After  investigation  of  the  charges,  the  Civil  Service  Department  may: 

1)  dismiss  the  charge  in  whole  or  in  part; 

2)  direct  a further  investigation; 

3)  direct  that  a notice  of  hearing  be  issued  and  served  upon  the  respondent  or 
respondents  and  all  other  parties  involved; 

4)  take  such  other  action  as  it  deems  appropriate. 

Waiver  of  Time  Requirements 

The  Civil  Service  Department  may  act  to  modify  or  waive  any  of  the  specific  time 
requirements  set  forth  in  this  Rule  for  Unfair  Labor  Practice  Charges  upon 
showing  of  good  cause.  The  time  limits  contained  in  this  Rule  may  also  be  waived 
by  the  Civil  Service  Department  when,  because  of  unusual  circumstances,  it 
becomes  impracticable  for  the  Civil  Service  Department  to  comply  with  same. 
After  the  adoption  of  this  Rule  by  the  Commission,  Unfair  Labor  Practice  Charges 
shall  comply  within  the  time  limitation  as  set  forth  elsewhere  in  this  Rule. 
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Sec.  407.32 


Rule  407 

Rules  Related  to  the  Employer-Employee 
Relations  Ordinance 

Article  IV:  Procedures  for  the  Utilization  of 
Administrative  Law  Judges 
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Complaint 

All  actions  which  may  or  must  be  heard  by  an  Administrative  Law  Judge  shall  be 
initiated  by  the  filing  of  a complaint.  Said  complaint  shall  be  filed  with  the 
Executive  Officer  of  the  Civil  Service  Commission  and  shall  contain  a statement  of 
charges  which  shall  set  forth  in  ordinary  and  concise  language  the  acts  or 
omissions  with  which  the  respondent  is  charged,  to  the  end  that  the  respondent  will 
be  able  to  prepare  a defense.  The  complaint  shall  specify  the  statutes,  ordinances 
or  Rules  which  the  respondent  is  alleged  to  have  violated  but  shall  not  consist 
merely  of  charges  phrased  in  the  language  of  such  statutes,  ordinances  or  Rules. 
The  complaint  shall  be  verified  and  said  verification  may  be  on  information  and 
belief 

Service  of  Complaint 

If  the  complaint  raises  issues  which  must  be  referred  to  an  Administrative  Law 
Judge,  the  Civil  Service  Department  shall,  within  ten  working  days  of  receipt 
thereof,  serve  a copy  of  the  complaint  on  the  named  respondent(s)  and  on  the 
Human  Resources  Director.  Said  service  shall  be  accomplished  by  the 
respondent(s)  being  personally  served  with  a copy  of  the  complaint  or  a copy  being 
sent  to  the  respondent(s)  by  registered  mail  to  the  address  the  respondent  has  on 
file  with  the  Civil  Service  Department  as  his  or  her  place  of  residence. 
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Sec.  407.33  Notice  of  Hearing  and  Answer  to  Complaint 

Accompanying  the  complaint  so  served  shall  be  a notice  from  the  Civil  Service 
Department  to  the  effect  that  a hearing  will  be  held  on  the  complaint  and  that  the 
respondent(s)  will  be  notified  of  said  date  when  fixed.  Such  notice  of  the  time  and 
place  of  hearing  shall  be  personally  delivered  or  mailed  to  the  parties  at  least  ten 
days  prior  to  the  hearing.  The  respondent(s)  shall  also  be  informed  that  they  may, 
within  15  days  of  receiving  the  complaint,  file  an  answer  thereto  with  the  Civil 
Service  Department  admitting  or  denying  the  complaint  in  whole  or  in  part.  The 
hearing  shall  not  be  scheduled  prior  to  the  expiration  of  the  time  within  which  the 
respondent  is  entitled  to  file  an  answer.  Failure  on  the  part  of  the  respondent(s)  to 
file  an  answer  to  the  complaint  within  the  aforementioned  time  limitation  shall  be 
deemed  an  admission  of  the  truth  of  the  facts  contained  herein  and  the  hearing 
shall  proceed  on  that  basis. 

Sec.  407.34  Amendment  to  Complaint 


407.34.1  A complaint  may  be  amended  once  by  the  complainant  at  any  time  before  an 
answer  is  filed  with  the  Civil  Service  Department  by  filing  same  with  the  Civil 
Service  Department.  The  Civil  Service  Department  shall,  in  compliance  with  these 
Rules,  serve  a copy  of  the  amended  complaint  on  the  respondents.  Accompanying 
the  service  of  the  amended  complaint  on  the  respondent  shall  be  information  to  the 
effect  that  the  respondent  shall  have  ten  days  in  which  to  admit  or  deny  the 
allegations  contained  in  the  amended  complaint. 

407.34.2  The  Administrative  Law  Judge  may,  in  the  furtherance  of  justice  and  on  such  terms 
as  may  be  proper,  allow  a party  to  amend  any  pleading  after  notice  to  the  adverse 
party,  and  may  also  on  such  terms  as  may  be  proper,  allow  an  answer  to  be  made 
after  the  time  limitation  contained  in  these  procedures. 

Sec.  407.35  Discovery 


407.35.1  After  initiation  of  a proceeding  in  which  a respondent  or  other  party  is  entitled  to  a 
hearing  on  the  merits,  a party,  upon  written  request  made  to  another  party,  prior  to 
the  hearing  and  within  30  days  after  service  by  the  Civil  Service  Department  of  the 
initial  pleading,  or  within  15  days  after  such  service  of  an  additional  pleading,  is 
entitled  to  obtain  the  names  and  addresses  of  witnesses  to  the  extent  known  to  the 
other  party,  including,  but  not  limited  to  those  intended  to  be  called  to  testify  at  the 
hearing;  and  inspect  and  make  a copy  of  any  of  the  following  in  the  possession  or 
custody  or  under  the  control  of  the  other  party: 
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407.35.1  ((out.) 

1)  statcmcnl  of  a person,  other  than  the  respondent  named  in  the  initial  pleading,  or 
in  any  additional  pleading,  when  it  is  claimed  that  the  act  or  omission  of  the 
respondent  as  to  such  person  is  the  basis  for  the  proceeding; 

2)  statement  pertaining  to  the  subject  matter  of  the  proceeding  made  by  any  party 
to  another  party  or  person; 

3)  statements  of  witnesses  then  proposed  to  be  called  by  the  party  and  of  other 
persons  having  personal  knowledge  of  the  acts,  omissions  or  events  which  are  the 
basis  for  the  proceeding,  not  included  in  1 or  2 above; 

4)  all  writings,  including  but  not  limited  to,  reports  of  mental,  physical,  and  blood 
examinations  and  things  which  the  party  then  proposes  to  offer  in  evidence; 

5)  any  other  writing  or  thing  which  is  relevant  and  which  would  be  admissible  in 
evidence; 

6)  investigative  reports  made  by  or  on  behalf  of  the  Civil  Service  Department  or 
other  party  pertaining  to  the  subject  matter  of  the  proceeding,  to  the  extent  that 
such  reports  contain  the  names  and  addresses  of  witnesses  or  of  persons  having 
personal  knowledge  of  the  acts,  omissions,  or  events  which  are  the  basis  for  the 
proceeding;  or  reflect  matters  perceived  by  the  investigator  in  the  course  of  the 
investigation;  or  contain  or  include  by  attachment  any  statement  or  writing 
described  in  (1)  to  (5)  inclusive,  or  summary  thereof 

407.35.2  For  the  purpose  of  this  Rule,  "statement"  includes  written  statements  by  the  person, 
signed  or  otherwise  authenticated  by  the  person,  stenographic,  mechanical, 
electrical  or  other  recordings,  or  transcripts  thereof,  of  oral  statements  by  the 
person,  and  written  reports  or  summaries  of  such  oral  statements. 

407.35.3  Nothing  in  this  Rule  shall  authorize  the  inspection  or  copying  of  any  writing  or 
thing  which  is  privileged  from  disclosure  by  law  or  otherwise  made  confidential  or 
protected  as  the  attorney's  work  product. 
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Sec.  407.36  Discovery.  Judicial  Remedy 

407.36.1  Any  party  claiming  their  request  for  discovery  pursuant  to  this  Rule  has  not  been 
complied  with  may  serve  and  file  a verified  petition  to  compel  discovery  in  the 
Superior  Court  for  the  county  in  which  the  administrative  hearing  will  be  held, 
naming  as  respondent  the  party  refusing  or  failing  to  comply  with  this  Rule.  The 
petition  shall  state  facts  showing  the  respondent  party  failed  or  refused  to  comply 
with  this  Rule,,  a description  of  the  matters  sought  to  be  discovered,  the  reason  or 
reasons  why  such  matter  is  discoverable  under  this  provision,  and  the  ground  or 
grounds  of  respondent's  refusal  so  far  as  known  to  petitioner. 

407.36.2  The  petition  shall  be  served  upon  the  respondent  party  and  filed  within  15  days 
after  the  respondent  party  first  evidenced  their  failure  or  refusal  to  comply  with  this 
Rule  or  within  30  days  after  request  was  made  and  the  party  has  failed  to  reply  to 
the  request,  whichever  period  is  longer.  If  from  a reading  of  the  petition,  the  court 
is  satisfied  that  the  petition  sets  forth  good  cause  for  relief,  the  court  shall  issue  an 
order  to  show  cause  directed  to  the  respondent  party;  otherwise  the  court  shall 
enter  an  order  denying  the  petition.  The  order  to  show  cause  shall  be  served  upon 
the  respondent  and  their  attorney  of  record  in  the  administrative  proceeding  by 
personal  delivery  or  registered  mail  and  shall  be  returnable  no  earlier  than  ten  days 
from  its  issuance  nor  later  than  30  days  after  the  filing  of  the  petition.  The 
respondent  party  shall  have  the  right  to  serve  and  file  a written  answer  or  other 
response  to  the  petition  and  order  to  show  cause. 


407.36.3  The  administrative  proceeding  shall  be  stayed  during  the  pendency  of  the 
proceedings  before  the  Superior  Court  only  if  the  court  issues  an  order  to  show 
cause. 


407.36.4  Where  the  matter  sought  to  be  discovered  is  under  the  custody  or  control  of  the 
respondent  party  and  the  respondent  party  asserts  that  such  matter  is  not  a 
discoverable  matter  under  the  provisions  of  this  Rule  or  is  privileged  against 
disclosure  under  such  provisions,  the  court  may  order  lodged  with  it  such  matters 
as  are  provided  in  subdivision  (b)  of  Section  915  of  the  Evidence  Code  and 
examine  such  matters  in  accordance  with  the  provisions  thereof 

407.36.5  The  court  shall  decide  the  case  on  the  matters  examined  by  the  court  in  camera,  the 
papers  filed  by  the  parties,  and  such  oral  argument  and  additional  evidence  as  the 
court  may  allow. 
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St'c.  407.3()  DiscoMiA  , .liidicial  Remedy  (Coiit.) 

407. 36. 6  Unless  otherwise  stipulated  by  the  parties,  the  court  shall  not  later  than  thirty  (30) 
days  after  the  tiling  of  the  petition  file  its  order  denying  or  granting  the  petition, 
proN’ided  however,  the  court  may  on  its  own  motion  for  good  cause  extend  such 
time  an  additional  30  days.  The  order  of  the  court  shall  be  in  writing  setting  forth 
the  matters  or  parts  thereof  the  petitioner  is  entitled  to  discover  under  this  Rule.  A 
copy  of  the  order  shall  forthwith  be  served  by  mail  by  the  clerk  upon  the  parties. 
Where  the  order  grants  the  petition  in  whole  or  in  part,  such  order  shall  not  become 
effective  until  ten  days  after  the  date  the  order  is  served  by  the  clerk.  Where  the 
order  denies  relief  to  the  petitioning  party,  the  order  shall  be  effective  on  the  date  it 
is  served  by  the  clerk. 


407.36.7  The  order  of  the  Superior  Court  shall  be  final  and  not  subject  to  review  by  appeal. 
A party  aggrieved  by  such  order,  or  any  part  thereof,  may  within  1 5 days  after  the 
service  of  the  Superior  Court's  order  serve  and  file  in  the  appropriate  court  of 
appeal  a petition  for  a writ  of  mandamus  to  compel  the  Superior  Court  to  set  aside 
or  otherwise  modify  its  order.  Where  such  review  is  sought  from  an  order  granting 
discovery,  the  order  of  the  trial  court  and  the  administrative  proceeding  shall  be 
stayed  upon  the  filing  of  the  petition  for  writ  of  mandamus,  provided,  however,  the 
court  of  appeal  may  dissolve  or  modify  the  stay  thereafter  if  it  is  in  the  public 
interest  to  do  so.  Where  such  review  is  sought  from  a denial  of  discovery,  neither 
the  trial  court's  order  nor  the  administrative  proceeding  shall  be  stayed  by  the  court 
of  appeal  except  upon  a clear  showing  of  probable  error. 

407.36.8  Where  the  Superior  Court  finds  that  a party  or  their  attorney,  without  substantial 
justification,  failed  or  refused  to  comply  with  this  Rule  or,  without  substantial 
justification,  filed  a petition  to  compel  discovery  pursuant  to  this  section,  or, 
without  substantial  justification,  failed  to  comply  with  any  order  of  court  made 
pursuant  to  this  Rule,  the  court  may  award  court  costs  and  reasonable  attorney  fees 
to  the  opposing  party.  Nothing  in  this  subdivision  shall  limit  the  power  of  the 
Superior  Court  to  compel  obedience  to  its  orders  by  contempt  proceedings. 
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Sec.  407.37  Administrative  Law  Judge,  Reporter 

407.37.1  Every  hearing  in  a contested  case  shall  be  presided  over  by  an  Administrative  Law 
Judge.  The  Administrative  Law  Judge  shall  preside  at  the  hearing,  Rule  on  the 
admission  and  exclusion  of  evidence,  and  matters  of  law. 

407.37.2  The  Administrative  Law  Judge  shall  voluntarily  disqualify  herself  or  himself  and 
shall  withdraw  from  any  case  in  which  the  Administrative  Law  Judge  cannot 
afford  a fair  and  impartial  hearing  or  consideration.  Any  party  may  request  the 
disqualification  of  any  Administrative  Law  Judge  by  filing  an  affidavit,  prior  to  the 
taking  of  evidence  at  a hearing,  stating  with  particularity  the  grounds  upon  which  it 
is  claimed  that  a fair  and  impartial  hearing  cannot  be  afforded.  The  issue  of 
disqualification  shall  be  determined  by  the  Administrative  Law  Judge. 

407.37.3  The  proceedings  at  the  hearing  shall  be  reported  by  either  a court  reporter  or  by 
electric  recording  device. 


Sec.  407.38  Evidence  Rules 

407.38.1  Oral  evidence  shall  be  taken  only  on  oath  or  affirmation. 

407.38.2  Each  party  shall  have  these  rights:  to  call  and  examine  witnesses;  to  introduce 
exhibits;  to  cross-examine  opposing  witnesses  on  any  matter  relevant  to  the  issues 
even  though  that  matter  was  not  covered  in  the  direct  examination;  to  impeach  any 
witness  regardless  of  which  party  first  called  the  witness  to  testify;  and  to  rebut  the 
evidence  against  her  or  him.  If  the  respondents  do  not  testify  in  their  own  behalf, 
they  may  be  called  and  examined  as  if  under  cross-examination. 

407.38.3  The  hearing  need  not  be  conducted  according  to  technical  Rules  relating  to 
evidence  and  witnesses.  Any  relevant  evidence  shall  be  admitted  if  it  is  the  sort  of 
evidence  on  which  responsible  persons  are  accustomed  to  rely  in  the  conduct  of 
serious  affairs,  regardless  of  the  existence  of  any  common  law  or  statutory  Rule 
which  might  make  improper  the  admission  of  such  evidence  over  objection  in  civil 
actions.  Hearsay  evidence  may  be  used  for  the  purpose  of  supplementing  or 
explaining  other  evidence  but  shall  not  be  sufficient  in  itself  to  support  a finding 
unless  it  would  be  admissible  over  objection  in  civil  actions.  The  Rules  of 
privilege  shall  be  effective  to  the  extent  that  they  are  otherwise  required  by  statute 
to  be  recognized  at  the  hearing,  and  irrelevant  and  unduly  repetitious  evidence 
shall  be  excluded. 
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See.  407.3S  1’a  iclenee  Rules  (Ca)nt.) 

407. 3S. 4 The  licaring  shall  be  conducted  in  the  English  language.  The  proponent  of  any 
testimony  to  be  offered  by  a witness  who  does  not  proficiently  speak  the  English 
language  shall  provide  an  interpreter,  approved  by  the  Administrative  Law  Judge 
conducting  the  proceeding  as  proficient  in  the  English  language  and  the  language 
in  which  the  witness  will  testify,  to  serve  as  interpreter  during  the  hearing.  The 
cost  of  the  interpreter  shall  be  paid  by  the  party  providing  the  interpreter. 

Sec.  407.39  Evidence  by  Affidavit 


407.39.1  At  any  time  ten  or  more  days  prior  to  a hearing  or  a continued  hearing,  any  party 
may  mail  or  deliver  to  the  opposing  party  a copy  of  any  affidavit  which  that  party 
proposes  to  introduce  in  evidence,  together  with  a notice  as  provided  in  this  Rule. 
Unless  the  opposing  party,  within  seven  days  after  such  mailing  or  delivery,  mails 
or  delivers  to  the  proponent  a request  to  cross-examine  an  affiant,  the  right  to 
cross-examine  such  affiant  is  waived  and  the  affidavit,  if  introduced  in  evidence, 
shall  be  given  the  same  effect  as  if  the  affiant  had  testified  orally.  If  an  opportunity 
to  cross-examine  an  affiant  is  not  afforded  after  request  therefor  is  made  as  herein 
provided,  the  affidavit  may  be  introduced  in  evidence,  but  shall  be  given  only  the 
same  effect  as  other  hearsay  evidence. 

407.39.2  The  notice  referred  to  in  above  shall  be  substantially  in  the  following  form:  The 
accompanying  affidavit  of  (here  insert  name  of  affiant)  will  be  introduced  as 
evidence  at  the  hearing  in  (here  insert  title  of  proceeding).  (Here  insert  name  of 
affiant)  will  not  be  called  to  testify  orally  and  you  will  not  be  entitled  to  question 
her  or  him  unless  you  notify  (here  insert  name  of  the  proponent  or  attorney)  at 
(here  insert  address)  that  you  wish  to  cross-examine  her  or  him.  To  be  effective, 
your  request  must  be  mailed  or  delivered  to  (here  insert  name  of  proponent  or 
attorney)  on  or  before  (here  insert  a date  seven  days  after  the  date  of  mailing  or 
delivering  the  affidavit  to  the  opposing  party). 

Sec.  407.40  Official  Notice 


In  reaching  a decision  official  notice  may  be  taken,  either  before  or  after 
submission  of  the  case  for  decision  of  any  fact  which  may  be  judicially  noticed  by 
the  courts  of  this  State.  Parties  present  at  the  hearing  shall  be  informed  of  the 
matters  to  be  noticed,  and  those  matters  shall  be  noted  in  the  record,  referred  to 
therein,  or  appended  thereto.  Any  such  party  shall  be  given  a reasonable 
opportunity  on  request  to  refute  the  officially  noticed  matters  by  evidence  or  by 
written  or  oral  presentation  of  authority,  the  manner  of  such  refutation  to  be 
determined  by  the  Administrative  Law  Judge. 
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Sec.  407.41  Decision  of  Administrative  Law  Judge 

After  the  matter  is  submitted,  the  Administrative  Law  Judge  shall  prepare  a written 
decision  in  the  case  which  shall  be  immediately  binding  upon  all  the  parties  to  the 
hearing.  A copy  of  said  decision  shall  be  furnished  to  each  party  and  to  the  ! I \ 

lhi-cctorof  I ransporiaiion  If:-  liiv-j — S 

Sec.  407.42  Continuance 

The  Administrative  Law  Judge  may  grant  continuances.  When  an  Administrative 
Law  Judge  of  the  Office  of  Administrative  Hearings  has  been  assigned  to  such 
hearing,  no  continuance  may  be  granted  except  by  the  Administrative  Law  Judge 
or  by  the  Administrative  Law  Judge  in  charge  of  the  State  of  California  Office  of 
Administrative  Hearings  for  good  cause  shown. 


Sec.  407.43  Matters  Which  May  be  Submitted  to  an  Administrative  Law  Judge 

407.43.1  If  the  complaint  raises  issues  which  may  be  submitted  to  an  Administrative  Law 
Judge,  the  Civil  Service  Department  shall,  within  30  calendar  days,  excluding 
Saturdays,  Sundays  and  Holidays  from  receipt  thereof,  conduct  an  investigation 
into  the  facts  surrounding  the  allegations  and  based  thereon  make  a determination 
as  to  whether  or  not  the  complaint  has  sufficient  merit  to  warrant  a hearing  before 
an  Administrative  Law  Judge. 

407.43.2  If  the  Civil  Service  Department  determines  that  the  facts  stated  in  the  complaint 
give  rise  to  a valid  dispute  between  the  parties,  the  matter  shall  be  referred  to  an 
Administrative  Law  Judge  and  the  provisions  of  this  article  shall  be  applicable.  If 
the  Civil  Service  Department  determines  that  the  complaint  does  not  state  facts 
which  warrant  a hearing  by  the  Administrative  Law  Judge,  it  shall  dismiss  said 
complaint  and  immediately  notify  the  complainant  of  such  action. 


Sec.  407.44  Subpoenas 

407.44.1  Before  the  hearing  has  commenced,  the  Administrative  Law  Judge  shall  issue 
subpoenas  and  subpoenas  duces  tecum  at  the  request  of  any  party  for  attendance  or 
production  of  documents  at  the  hearing.  Compliance  with  the  provisions  of 
Section  1985  of  the  Code  of  Civil  Procedure  shall  be  a condition  precedent  to  the 
issuance  of  a subpoena  duces  tecum.  After  the  hearing  has  commenced,  the 
Administrative  Law  Judge  may  issue  subpoenas  and  subpoenas  duces  tecum. 
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See.  407.44  Subpoenas  (Cont.) 

407.44.2  'I'hc  process  issued  pursuant  to  this  Rule,  shall  be  extended  to  all  parts  of  the  State 
and  shall  be  served  in  accordance  with  the  provisions  of  Sections  1987  and  1988  of 
the  Code  of  Civil  Procedure.  No  witnesses  shall  be  obliged  to  attend  at  a place  out 
of  the  county  in  which  they  reside  unless  the  distance  be  less  than  150  miles  from 
the  place  of  residence  except  that  the  Administrative  Law  Judge,  upon  affidavit  of 
any  party  showing  that  the  testimony  of  such  witness  is  material  and  necessary, 
may  endorse  on  the  subpoena  an  order  requiring  the  attendance  of  such  witnesses. 

407.44.3  All  witnesses  appearing  pursuant  to  subpoena,  other  than  the  parties  or  officers  or 
employees  of  the  State  or  any  political  subdivision  thereof,  shall  receive  fees,  and 
all  witnesses  appearing  pursuant  to  subpoena,  except  the  parties,  shall  receive 
mileage  in  the  same  amount  and  under  the  same  circumstances  as  prescribed  by 
law  for  witnesses  in  civil  actions  in  a Superior  Court.  Witnesses  appearing 
pursuant  to  subpoena,  except  the  parties,  who  attend  hearings  at  points  so  far 
removed  from  their  residence  as  to  prohibit  return  thereto  from  day  to  day  shall  be 
entitled  in  addition  to  fees  and  mileage  to  a per  diem  compensation  of  $25.00  for 
expenses  of  subsistence  for  each  day  of  actual  attendance  and  for  each  day 
necessarily  occupied  in  traveling  to  and  from  the  hearing.  Fees,  mileage,  and 
expenses  of  subsistence  shall  be  paid  by  the  party  at  whose  request  the  witness  is 
subpoenaed. 


Sec.  407.45  Contempt 

If  any  person  in  proceedings  before  an  Administrative  Law  Judge  disobeys  or 
resists  any  lawful  order  or  refuses  to  respond  to  a subpoena,  or  refuses  to  take  the 
oath  or  affirmation  as  a witness  or  thereafter  refuses  to  be  examined,  or  is  guilty  of 
misconduct  during  a hearing  or  so  near  the  place  thereof  as  to  obstruct  the 
proceeding,  the  Administrative  Law  Judge  shall  certify  the  facts  to  the  Superior 
Court  in  and  for  the  City  and  County  of  San  Francisco.  The  court  shall  thereupon 
issue  an  order  directing  the  person  to  appear  before  the  court  and  to  show  cause 
why  he  or  she  should  not  be  punished  as  for  contempt.  The  order  and  a copy  of  the 
certified  statement  shall  be  served  on  the  person.  Thereafter  the  court  shall  have 
jurisdiction  of  the  matter.  The  same  proceedings  shall  be  had,  the  same  penalties 
may  be  imposed  and  the  persons  charged  may  purge  themselves  of  the  contempt  in 
the  same  ways,  as  in  the  case  of  persons  who  have  committed  a contempt  in  the 
trial  of  a civil  action  before  a Superior  Court. 

Sec.  407.46  Power  to  Administer  Oath 


In  any  proceedings  under  these  Rules,  the  hearing  reporter  or  the  Administrative 
Law  Judge  shall  have  the  power  to  administer  oaths  and  affirmations. 
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Position  Classification  and  Related  Rules 


Applicability:  Unless  otlierwise  noted  the  provisions  of  Rule  4()‘-).  shall  apply  to  employees  in  iill  M I'  \ ^ ' v i'/-'  ^ i-ificl 
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Article  I:  Classification 


Sec.  409.1 

Sec.  409.2 

Sec.  409.3 

Sec.  409.4 

Sec.  409.5 

Classification  of  Positions 

Class  Series  and  Service 

Class  Specification 

Official  CoDV 

Administration  of  the  Classification  Plan 

Sec.  409.6 

Sec.  409.7 

Sec.  409.8 

Amendment  to  Classification  Plan 

Reviews  and  Appeals 

Effect  of  Classification  Changes  on  Incumbent 

Article  II:  Temporary  Out-of-Class  Assignments 

Sec.  409.9 

Temporarv  Out-of-Class  Assignments  - Policv  and  Definition 

Sec.  409.10 

Implementation  of  Pav  Provisions  when  Authorized 

Article  III:  Status  Rights 


Sec.  409.11 

Sec.  409.12 

General  Principles 

Status  Rights  Determined  bv  Commission 

Sec.  409.13 

Renumbering  or  Retitling  of  Established  Classes 

Sec.  409.14 

Status  Rights  Under  Different  Situations 

Sec.  409.15 

Status  in  Two-Level  Higher  Promotional  Situation 

Sec.  409.16 

When  Counterparts  in  Former  Classification  Plan 

Sec.  409.17 

Waiver  of  Status  Assignment 

Sec.  409.18 

Reassignment  from  Position  Held  bv  Status  Assignment 

Sec.  409.19 

Termination  of  Probationary  Appointment  of  Transferee  bv  Status 

Sec.  409.20 

When  Appointee  Not  Available  for  Status  Assignment 

Sec.  409.21 

Disability  Transfers  and  Status  Rights 

Sec.  409.22 

Salary  Step  Placement  Resulting  from  Status  Grant 
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Position  Classification  and  Related  Rules 

Article  I:  Classification 

Applicability;  I jilcs-  oiliciw  eniplo\ec^_iiLaj:j>jJ.>,  V- Nj^^  A'iracIi! 

n .'!  lU:!.  A . ..!!  , . | 

See.  409.1  Classification  of  Positions 

409.1.1  Each  position  in  the  MIA  Sci-\icc  Crilical  classified  service  shall  be  classified  by  I 

the  IM’: — MiVv- ■ MTA  Director  of  I |•a^spol•Ulliolv'[)csiL;lKv  and  | 

allocated  to  the  appropriate  class  in  accordance  with  the  character,  difficulty,  and 
responsibility  of  the  assigned  duties. 

409.1.2  Positions  shall  be  allocated  to  the  same  classes  when  their  duties  are  sufficiently 
similar  that 

1)  the  same  descriptive  title  may  be  used  to  designate  each  position  in  the  class; 

2)  the  same  level  of  education,  experience,  knowledge,  ability,  and  other  qualifications  may 

be  required  of  incumbents; 

3)  similar  tests  of  fitness  may  be  used  to  select  incumbents;  and 

4)  the  same  schedule  of  compensation  will  apply  with  equity  under  substantially  the  same 

conditions. 

Sec.  409.2  Class  Series  and  Service 

All  classes  involving  the  same  kind  of  work,  but  differing  as  to  level  of  difficulty 
and  responsibility,  shall  be  assembled  into  the  same  series.  All  series  within  the 
same  broad  occupational  field  shall  be  assembled  into  the  same  service. 

Sec.  409.3  Class  Specification 

409.3.1  The  class  specification  shall  be  the  official  record  of  the  Position  Classification 
Plan.  The  specifications,  in  addition  to  defining  the  duties  and  characteristics  of  the 
class,  shall  give  examples  of  the  more  significant  and  typical  duties  assigned  to 
positions  in  the  class,  the  minimum  requirements  for  applicants  for  positions  in  the 
class,  and  any  other  special  requirements. 
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Sec.  409.3  Class  Specification  (cont.) 

409.3.2  The  class  specifications  shall  be  descriptive  of  the  class  and  shall  not  be  considered 
as  a restriction  on  the  assignment  of  duties  not  specifically  listed.  They  are 
intended  to  indicate  the  kind  of  positions  that  should  be  allocated  to  a class  and 
shall  not  be  construed  as  describing  the  exact  duties  and  responsibilities  of  each 
individual  position  allocated  to  the  class.  The  appointing  officer  has  the  authority  to 
assign  an  employee  to  perform  work  provided  that  it  is  consistent  with  the  kind  of 
duties  and  level  of  responsibility  of  the  employee's  class,  although  the  work  may 
not  be  specifically  described  in  the  class  specification. 


Sec.  409.4  Official  Copy 

The  MTA  ! 4*  ^ [)iivc[(>i'  of  Ti'aiisporiaiion  l )c.siuiK\'  -shall  | 

maintain  an  accurate  and  completed  copy  of  the  Position  Classification  Plan  to  be 
designated  as  the  "Official  Copy."  .\  c()p\  of  the  rci.^ori  will  he  iVirwardcJ  lo  llic  I 
( 'ii\ 's  I IRl).  All  changes  in  allocation  or  reallocation  of  positions  to  classes  or  | 
amendment  of  classifications  shall  be  recorded  in  the  "Official  Copy"  of  the 
Position  Classification  Plan.  The  "Official  Copy"  of  the  Position  Classification 
Plan  shall  be  open  for  public  inspection. 

Sec.  409.5  Administration  of  the  M i \ Sei  \ ice  ( ritioal  Classification  Plan  I 


409.5.1  The  MIA  lluiugi'  f)ii-ccU)i'  dT  I |•ansporLalion'i)csiL;lK\■  -shall  | 

make  position  classification  studies  of  individual  positions  or  groups  of  positions 
whenever  the  MTA  Ihiiiiar  Ac  ^ Hii-cc-  'A-fvCr  Diivclor  of  I |•a^s^orlalion  I )c  ■. : -micc  | 
deems  it  necessary,  whenever  the  duties  or  responsibilities  have  undergone 
significant  changes,  or  whenever  new  positions  are  to  be  created. 

409.5.2  Upon  request  of  the  MTA! ! !M.:' j. r jTjKy:  '■ A' 

Transporlaiion'Dcsiiincc,  the  tTpp^.^iaiiag  ■ ■.•I'fccr  M l A depamuenis.  or 

opcralina  di\ Tsion.s  shall  furnish  detailed  information  relative  to  the  duties  and 
responsibilities  or  work  assignments  of  positions  under  the  appointing  officer's 
jurisdiction.  • I aiaT  r:!’  Kaeh  MIA  dcparlnictu.  biircaLi  or  > 'i>  .:nn;j 

di\  ision  shall  notify  the  M I A . i ■ T ! la'  . — l-A — t-t-t — iJU'.^Ad.’;  .'.’i 

1 ransporiaiioivDcsiancc  promptly  of  significant  changes  in  duties,  responsibilities, 
or  work  assignments  of  positions  under  his  or  her  Jurisdiction. 

Sec.  409.6  Amendment  to  M I A Si.i  \ice  C l itical  Classification  Plan  I 


All  proposed  changes  to  the  Position  Classification  Plan  shall  be  posted  on  the 
official  Bulletin  Board  for  a period  of  at  least  one  (1)  week  before  such  requests 

shall  be  acted  upon  by  the  M 1 A! — T-- ■■■■■■,■, ; .ir,,-:.  :•  I )i 

I |•;^^spo^latio^  Ucsiiincc . 
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Sec.  409.7  Reviovs  and  Appeals 
4(1').'’.  1 A[)poal 


Any  employee,  representative,  or  appointing  authority  affected  by  any  classification 
action  may  appeal  the  action  to  the  Commission.  The  appeal  shall  be  in  accordance 
with  the  procedures  established  by  the  Executive  Officer  of  the  Civil  Service 
Commission. 

41)9.7.2  oinini>sion  Aniuial  Ke\'ie\\ 

fhe  .MT.\  Dirccior  of  I ransporlnlion/Desience  shall  aniiualh'  siibinii  a 

cla.^siricalion  |•cpol•l  to  ihc  (/i\  il  Scr\'icc  Coiunussion  in  coinpliance  with  i'iiaricr 

weiion  .\8.104. 

See.  409.8  Effect  of  Classification  Changes  on  Incumbent 

409.8.1  The  allocation  or  reallocation  of  a position  shall  not  adversely  affect  the  civil 
service  rights  of  an  occupant  legally  holding  such  a position  under  permanent 
appointment. 

409.8.2  When  a position  is  to  be  reallocated  from  one  class  to  a higher  or  lower  class,  or 
from  one  series  to  another  series,  such  reallocation  shall  be  effected  when  the 
position  becomes  vacant  by  reassignment  or  for  other  reason(s),  except  when  earlier 
implementation  is  approved  by  mutual  agreement  with  the  appropriate  recognized 
employee  organization.  Pending  such  reallocation,  the  incumbent  shall  continue  in 
the  position. 

409.8.3  An  employee  who  gains  eligibility  in  the  class  to  which  the  position  is  to  be 
allocated  may  receive  an  appointment  thereto  in  accordance  with  the  Rules 
governing  appointments. 

409.8.4  Whenever  the  title  of  the  class  changes  without  a change  in  duties  or 
responsibilities,  the  incumbent  shall  have  the  same  status  in  the  new  class  as  in  the 
old  class. 
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(Date  Issued) 
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Rule  409 

Position  Classification  and  Related  Rules 
Article  II:  Temporary  Out-of-Class  Assignments 

Applicability:  L nles'?  otherwise  noted  the  provii'ions  of  Rule  40^),  >[nill  appK  lo  ciii|iIm\ f.' ^ m .ill  M I \ ' 


Sec.  409.9  Temporary  Out-of-Class  Assignments  - Policy  and  Definition 

409.9.1  In  accordance  with  this  Rule,  an  appointing  officer  may  exercise  Charter  authority 
to  assign  an  employee  to  perform  any  of  the  duties  of  the  department  to  which 
appointed  and  to  make  any  temporary  out-of-class  assignment  to  maintain  the 
provision  of  any  public  service. 

409.9.2  "Temporary  out-of-class  assignment"  means  the  assignment  of  an  employee 
without  change  in  class  to  perform  the  normal  day-to-day  duties  and 
responsibilities  of  another  class.  Records  of  such  temporary  out-of-class 
assignment  shall  be  placed  in  the  employee's  personnel  file. 

1)  "Temporary  out-of-class  assignment"  is  distinguished  from  "temporary 
appointment"  which  refers  to  an  appointment  to  a differently  classified  position  in 
accordance  with  civil  service  appointment  provisions  and  in  accordance  with 
budgetary  requirements. 

2)  "Temporary  out-of-class  assignment"  is  further  distinguished  from  a short 
term  or  regular  assignment  of  a minor  portion  of  work  duties  which  are  allocated 
to  a different  class,  but  which  are  generally  related  to  the  regular  duties  or  level  of 
responsibility  of  the  employee's  current  class. 

3)  The  MIA  ! h-niLUi  Dircclor  of  1 ran^i'jorialioii  l)c^iuilv■c  | 

shall  be  responsible  for  administering  and  making  effective  the  provisions  of  this 
Rule,  and  establishing  such  administrative  controls  and  procedures  as  may  be 
necessary. 

4)  Temporary  out-of-class  assignments  shall  not  be  made  when  an 
appointment  based  on  the  regularly  established  Rules  and  procedures  of  the  Civil 
Service  Commission  may  be  made.  Temporary  out-of-class  assignments  may  be 
approved  while  an  appointment  through  the  established  procedures  is  pending. 

5)  When  a temporary  out-of-class  assignment  is  in  order,  selection  and 
retention  shall  be  at  the  discretion  of  the  appointing  officer  or  designee. 
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Sec.  409.10  implementation  of  Pay  Provisions  when  Authorized 

\j'>p!iv':i'nlii_\  : I he  pro\  isions  (if  Sec.  IQd.lO  shall  be  superceded  b\  liic  r>''K:cii\'e 

Ikircaininc  . Vci ocnicni. 

409.10.1  When  pay  for  temporary  out-of-class  assignment  is  authorized  by  ordinance, 
periods  of  absence  during  temporary  out-of-class  assignment  due  to  leave  in  a 
paid  status  do  not  constitute  a break  in  service  for  the  purpose  of  computing  any 
service  requirement  for  eligibility  for  acting  assignment  pay.  Employees  shall 
not  be  rotated  in  or  removed  from  a temporary  out-of-class  assignment  in  order 
to  deprive  the  employee  of  or  to  avoid  liability  for  acting  assignment  pay. 

409.10.2  When  a temporary  out-of-class  assignment  has  been  made  by  the  appointing 
officer  and  temporary  out-of-class  assignment  pay  is  denied,  the  employee  shall 
not  be  required  to  continue  to  perform  the  duties  of  the  higher  class  beyond  the 
date  of  eligibility  for  pay;  provided,  however,  that  the  employee  may  elect  to 
continue  to  perform  the  duties  of  the  temporary  out-of-class  assignment  without 
additional  compensation.  If  the  employee  elects  to  continue  in  the  temporary 
out-of-class  assignment,  the  appointing  officer  shall  resubmit  the  request  for 
acting  assignment  pay.  If  the  employee  does  not  elect  to  continue  the  temporary 
out-of-class  assignment,  the  appointing  officer  may  assign  such  duties  to  other 
employees. 

409.10.3  Appeal  of  Appointing  Officer's  Decision 

1)  A dispute  concerning  an  appointing  officer's  decision  on  implementation 
and  application  of  this  section  shall  be  submitted  to  the  appointing  officer  or 
designee  who  may  hold  a meeting  with  the  employee  and  shall  render  a decision 
within  ten  business  days  of  the  date  of  the  submission. 

2)  The  decision  of  the  appointing  officer  or  designee  shall  be  final  unless  that 

decision  is  appealed  in  writing  within  ten  business  days  through  the  Executive 
Officer  EITHER,  at  the  option  of  the  employee,  to  the  \ I ! . \ — — er- 

! f i':  j''  "• — Dirccior  uT  IV;insp()ruuion.'’[')csiuiK-c  —subject  to  appeal  to  the 
Commission  OR  to  a fact-finding  panel.  The  use  of  one  option  shall  preclude  the 
use  of  the  other  option. 
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Sec.  409.10  Implementation  of  Pay  Provisions  when  Authorized  (Cont.) 

Applicabililv:  The  provisions  of  Sec.  40Q.10  shall  be  suncrccdcd  b\  ihc  (.'('lie a l i \ c 

BaraainiiiLi  AarccinciU. 

3)  The  fact-finding  panel,  if  used,  shall  consist  of  three  persons:  one  person 

shall  be  designated  by  the  Civil  Service  Commission  who  shall  be  selected  from 
among  persons  nominated  by  appointing  officers;  one  person  shall  be  designated 
by  the  employee  organizations;  and  one  person  shall  be  designated  by  the  . ! I A 
! lA'  "jai':::.  I bi-:'-!.'.'  • Diivclor  of  I raiisPoilabon'Dcsi'PKv  -who  shall  be  an 

employee  of  4^MTA  DvparnPviU  l ATpy-p  {-Av  lii-C'..'  and  who  shall  be  the 
chair  of  the  panel.  A panelist  shall  serve  until  that  person  is  replaced  or  resigns. 
Each  designating  authority  shall  appoint  at  least  one  alternate  for  its  panelist. 
This  panel  shall  constitute  the  Civil  Service  Commission's  designee  for  purposes 
of  hearing  and  determination  of  an  appointing  officer's  decision  on 
implementation  and  application  of  this  section. 

4)  The  decision  of  the  panel  shall  be  final  unless  a written  request  for 
reconsideration  is  received  in  the  Civil  Service  Commission  office  within  ten 
business  days  of  the  panel's  decision.  Such  requests  for  reconsideration  shall  be 
processed  as  provided  elsewhere  in  these  Rules,  except,  if  the  decision  of  the 
panel  is  unanimous,  the  concurrence  of  four  commissioners  shall  be  required  for 
reconsideration  hearing  to  be  granted.  If  there  are  less  than  five  members  on  the 
Commission  at  the  time  the  reconsideration  request  is  processed,  then  the 
concurrence  of  a majority  of  all  the  members  of  the  Commission  shall  be 
required  for  a reconsideration  hearing  to  be  granted. 

409.10.4  Time  Limit 

Failure  to  appeal  the  decision  of  the  appointing  officer,  the  i 

!-lvr.--i-rccr'  Aiivcior  Director  of  Tran.sporiatioii  1 )osi'jiKx\  or  the  fact-finding  panel 
within  the  time  limits  provided  shall  preclude  the  use  of  the  appeal  process. 

409.10.5  Grievance  Exclusion 

Decisions  of  an  appointing  officer,  the  fact-finding  panel,  or  the  Civil  Service 
Commission  on  the  implementation  and  application  of  this  section  shall  not  be 
subject  to  grievance  procedures  provided  elsewhere  in  these  Rules. 
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Applicability: 

Sec.  409.11 


Sec.  409.12 

Sec.  409.13 


Rule  409  I 

Position  Classitication  and  Related  Rules 

Article  III:  Status  Rights 


General  Principles 

Status  in  the  City  and  County  service  is  the  right  or  rights  which  an  employee  has 
to  perform  certain  duties.  These  rights  stem  from  the  examination  in  which  the 
employee  qualified  and/or  the  appointment  received,  and  the  duties  performed  as 
indicated  on  official  records.  The  class  specification  or  duties  statement  in 
existence  at  the  time  for  the  examination  and/or  appointment  is  a basic  reference 
document  in  determining  status  rights  in  a class.  An  employee  has  rights  to  a 
position  in  a class,  but  not  to  a particular  position  within  such  class.  The 
appointing  officer  has  very  broad  discretion  in  reassigning  an  employee  from  one 
position  to  another  position  in  the  same  class. 

Status  Rights  Determined  by  Commission 

In  cases  where  status  is  involved,  the  M l A I 'liiULMi  !-L‘ — -!  f I-. Diivoior 
of  rr:in>porU'ition/[')csii2ncc  -shall  be  responsible  for  the  determination  of  status 
rights  of  employees  and  eligibles,  and  shall  by  action  indicate  a determination  in 
accordance  with  the  provisions  of  this  Rule. 

Renumbering  or  Retitling  of  Established  Classes 

When  the  reallocation  of  a position  or  positions  from  a former  class  to  a new  class 
represents  only  the  renumbering  and/or  retitling  of  the  position  or  positions  of  the 
former  class,  and  the  class  description  and/or  class  specification  has  been  changed 
to  describe  more  accurately  the  duties  actually  being  performed,  all  permanent 
employees  in  the  former  class  are  continued  in  the  new  class.  Eligibles  on  lists  in 
the  former  class  are  deemed  to  have  rights  to  certification  in  the  new  class. 
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Sec.  409.14  Status  Rights  Under  Different  Situations 

409.14.1  Status  in  the  following  situations  will  be  administered  as  provided  by  this  section: 

1)  when  the  duties  of  a former  class  have  been  split  off  into  two  or  more  new  classes;  or 

2)  when  the  duties  of  two  or  more  former  classes  have  been  consolidated  into  one  new 

class;  or 

3)  when  the  duties  being  performed  are  allocated  to  a new  class  for  which  there  is  no 

former  civil  service  class,  but  the  duties,  although  not  specifically  described  in  a 
former  class,  have  been  deemed  by  classification  actions  of  the  V!J_ A >— — ^ 
■ A'W'Ui-c:.-  ■Dirccioi-  ol'  Transporlation/DcsiLinoc  —made  prior  to  the 

effective  date  of  this  Rule  to  be  a part  of  the  duties  of  the  former  class,  or 

4)  when  status  to  a new  class  from  a former  class  is  not  indicated  under  the 
provisions  of  this  Rule,  and  there  is  not  a significant  difference  in  the  kind  and 
level  of  difficulty  of  work  of  the  two  classes. 

409.14.2  In  each  of  the  above  situations,  the  following  shall  apply: 

1)  all  permanent  employees  in  positions  in  the  former  class  which  have  been 
reallocated  to  a new  class  are  granted  status  in  positions  in  the  new  class  as  of  the 
effective  date  of  the  amendment  to  the  Annual  Salary  Ordinance  establishing  such 
positions  in  the  new  class; 

2)  the  remaining  employees  in  the  same  former  class  in  the  same  department  are 
granted  rights  to  assignment  to  positions  in  the  new  classes  as  vacancies  occur 
according  to  seniority  standing  in  the  department; 

3)  permanent  employees  occupying  positions  in  the  same  former  class  in  other 
departments  are  granted  the  right  to  transfer  to  positions  in  the  new  class  or 
classes  as  vacancies  occur.  Such  requests  for  transfer  shall  be  governed  by  the 
provisions  of  the  these  Rules  governing  appointment  by  transfer; 

4)  eligibles  on  regular  civil  service  lists  for  the  former  classes  are  deemed  to  have 
rights  to  certification  to  positions  in  the  new  classes  after  incumbents  in  various 
departments  have  exercised  their  status  rights;  and 
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Sec.  409. 1 4 Status  Ri«;hts  Under  Different  Situations  (cont.) 

409.14.2.  (eoiit.) 

5)  in  administering  the  above,  if  the  difference  between  the  salary  ranges  of  the 
former  class  and  the  new  class  is  more  than  five  percent,  a significant  difference 
in  kind  and  level  of  difficulty  of  the  work  shall  be  deemed  to  exist.  The  five 
percent  salary  factor  shall  be  measured  from  the  first  class  from  which  status  was 
granted,  and  the  employee  to  whom  status  has  been  granted  shall  have  no  further 
status  rights  under  the  provisions  of  this  Section. 

Sec.  409.15  Status  in  Two-Level  Higher  Promotional  Situation 

When  an  employee  has  been  found  to  be  performing  the  duties  of  a position 
allocated  to  a class  two  levels  higher  than  the  employee's  former  class,  and  status 
has  been  granted  to  occupants  of  positions  of  the  former  class  in  a class  one  level 
higher,  such  positions  shall  be  reallocated  to  the  class  one  level  higher  and  the 
employee  shall  be  granted  status  in  the  position  so  reallocated  as  of  the  effective 
date  of  the  amendment  to  the  Annual  Salary  Ordinance  establishing  such  position; 
provided  however,  that  such  positions  will  be  flagged  for  reallocation  to  the 
higher  level  and  incumbents  in  such  positions  will  be  required  to  attain  eligibility 
on  civil  service  lists  for  the  higher  class  within  a period  of  four  years.  If  an 
employee  in  such  instances  is  not  reached  for  appointment  to  the  higher  class  in 
the  aforementioned  period  of  time,  the  employee  shall  be  reassigned  to  another 
position  in  the  class  to  which  the  employee  has  attained  status  when  this  can  be 
done  without  adversely  affecting  the  rights  of  the  person  so  reassigned  as  defined 
in  this  Rule. 

Sec.  409.16  When  Counterparts  in  Former  Classification  Plan 

When  a position  is  to  be  reallocated  from  one  class  to  another  class,  and  there 
were  counterparts  of  both  of  these  classes  in  the  former  classification  plan,  status 
shall  not  be  granted. 
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Sec.  409.17 


Sec.  409.18 


Sec.  409.19 


Waiver  of  Status  Assignment 

An  employee  may  waive  the  right  to  advancement  or  assignment  under  the  Status 
Rule,  and  may  thereafter  upon  written  request,  be  granted  a withdrawal  of  such 
waiver  with  the  approval  of  the  MTA!  !f:: ' Diiwior  of 

I |•cmM^o!•lation'Dcsil2ncc■  Until  such  waiver  is  withdrawn,  the  employee's  right  to 
advancement  or  assignment  shall  be  deemed  to  be  in  abeyance.  Failure  to  accept 
an  advancement  or  assignment  to  a vacancy  under  a status  action  following  such 
withdrawal  of  waiver  shall  terminate  all  rights  to  a position  in  such  class  under 
such  status  action.  In  cases  of  temporary,  seasonal,  or  recurring  status 
advancements,  employees  with  status  rights  to  so  advance  shall  be  given 
unlimited  rights  to  temporary  waiver. 

Reassignment  from  Position  Held  by  Status  Assignment 

When  a permanent  employee  in  a former  civil  service  class  has  exercised  the  right 
to  status  in  one  of  the  new  classes  resulting  from  the  former  class,  the  employee 
may  thereafter  voluntarily  accept  reassignment  from  the  position  to  which 
assigned  and  be  returned  to  a vacant  position  in  the  former  class;  or  if  no  such 
vacant  position  exists,  the  employee  may  be  reassigned  to  a vacancy  in  another 
new  class  to  which  the  employee  has  status  rights,  provided  that, 

1)  if  this  action  results  in  receiving  a lesser  salary  than  the  employee  would 
receive  if  the  employee  had  remained  in  the  former  class,  the  MIA  : 

A-  - ,.[)iivctor  of  I mnsporiaiioirl )o.Ni'.iiK'c  -shall  reallocate  the 

position  to  the  former  class  in  the  next  succeeding  regular  Salary  Ordinance 
amendment,  and 

2)  the  restoration  of  the  position  shall  be  effected  by  the  MIA-  l — . 

I ''-■.y-.;-.-!  ■Diivcioi'  of  I lansporiLUioiv'Dcsiiiiioc  -not  later  than  six  months  after  such 
voluntary  assignment.  Said  voluntary  reassignment  shall  terminate  status  rights 
with  respect  to  positions  in  the  class  from  which  voluntarily  reassigned. 

Termination  of  Probationary  Appointment  of  Transferee  by  Status 

When  a permanent  employee  in  a former  civil  service  class  has  exercised  the  right 
to  status  in  one  of  the  new  classes  resulting  from  the  former  class  by  transfer,  and 
the  probationary  appointment  is  terminated  by  the  appointing  officer,  the 
employee's  reassignment  shall  be  governed  by  the  provisions  of  this  section  in  the 
same  manner  as  if  the  employee  had  voluntarily  requested  same. 
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Sec.  409.20 


Sec.  409.21 

409.21.1 

409.21.2 


Sec.  409.22 


When  Appointee  Not  Available  for  Status  Assignment 

When  a vacancy  exists  or  is  anticipated  in  any  department  to  which  an  employee 
has  rights  to  advance  under  the  Status  Rule,  and  there  is  no  employee  in  the 
department  in  which  the  vacancy  exists  who  wishes  to  exercise  the  right  to 
advancement  to  said  vacancy,  the  appointing  officer  shall  enter  such  information 
on  the  requisition. 

Disability  Transfers  and  Status  Rights 

Employees  occupying  positions  through  disability  transfer  do  not  have  status 
rights  as  provided  in  the  previous  sections  of  this  Rule,  but  such  employees  shall 
be  governed  by  the  provisions  of  this  section. 

When  a permanent  civil  service  employee  has  transferred  to  a position  in  another 
class  in  accordance  with  the  disability  transfer  provisions  of  these  Rules  and  the 
position  to  which  transferred  is  reallocated  to  another  class  in  accordance  with  the 
recommendations  of  the  classification  survey  and  status  is  granted  in  positions  as 
reallocated;  the  employee's  status  shall  continue  under  the  new  class  title,  subject 
to  the  salary  limitations  provided.  If  such  employee  desires  reassignment  from 
the  position  in  the  class  to  which  currently  assigned  to  a position  in  another  class 
resulting  from  the  classification  survey,  such  request  for  reassignment  shall  be 
submitted  on  forms  and  in  accordance  with  the  procedure  as  provided  in  the 
Transfer  Rule;  provided  that,  if  in  the  opinion  of  the  Ml  A-! 

Dircclor  cd'  fiuusporUiUon  'Dcsicncc,  further  certification  by  the 
employee's  personal  physician  would  not  be  required,  such  certification  may  be 
waived. 

Salary  Step  Placement  Resulting  from  Status  Grant 

I'liis  Sec.  4()‘).22.  Uulc  40*).  ma\  Uv  sii pcr^cdcci  hv  ;i  cnllccli\  c l);ii  u;iiiiiii-^  cciiumiI 

Permanent  employees  who  are  granted  status  in  another  class  where  the 
compensation  schedule  is  higher  than  the  current  class  shall  be  placed  at  the  salary 
step  in  the  new  class  which  represents  the  salary  closest  to,  but  not  lower  than,  the 
salary  in  the  former  class. 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


Draft  2000 

Rule  410 

Examination  Announcements 
and  Applicants 

Article  I;  Equal  Employment  Opportunity  Policy 


I M I A .Service-Critical  Cl 


C 

C 

1 1 .e  'pt5-.-Tt 

rl  t"  the  Tren'p''rt  ■Vor'-'^r''  Union  Lo^nl''  "’00  on-i 

np  til”  ■ 

■farpfeSrrrrtrr 

cCnr  'o  'i  /- 

A: 

Article  II:  Examination  Announcements 


Applicability:  The  provisions  of  Aiticle  II.  Rule  4 10.  shall  apply  to  employees  in  all  M I A Sei  v ice  Critical  Lla>scs 
except  thoi'e  represented  bv  the  I'ransport  Workers  Union.  I.ocals  200  and  250.A.The  provicions  of 


Article  ii,  Rule 

— -.0  TTi.ip-iOy^ 

'cr^  Un'on  Lc''o'"  "*00  ' 

iPd  "’5^^'  and  ‘h"'  member^  of 

the  uWor 

1 1 Jl  lopul  . J 

tho  S.  F.  Peles^ 

} one!  Fire  Departfnents 

represented  by  the  S.F.  Polict 

r Officers' 

Lcoa!  011,  and  Firefi§i4ters,  Locsi  703. 

Article  III:  Applicants 

Applicability:  I lie  pru\  i^ions  ot  Article  III.  Rule  4I0.  shall  appl\  to  employees  in  all  M l A Service  C'ritie\il  classes 
except  tliuse  repre:^eiited  b\  the  Transport  Workers  riiion.  I.ocals  200  and  2N)A.Th-S'  of 


Article  IV:  Applications  and  Notice  of  Examinations 

Applicability:  I he  provision^  of  Article  IV,  Rule  4 IQ,  sliall  appK  oiile  to  einplcnees  in  all  \1  I A Sei\ ice  eriiicdl 
classes  represented  b\  the  '1 1'ansportaricin  W'orkers  Union,  I.ocals  2U0  and  250A..Tt'Te-PrC-^^i£^orrS -c-t 
Article  IV,  RjIc-  10 — apply 'Ofny- to  employees  tr.  classes  rsprcsGnt-d  by  the-  Trir-sport 

Workers  Union.  Leeds  200  one!  25QA:  and  the  mseebe-s  ot-tt^e'Cniforraad  ranks  ot  tha  S -F. 


roprceonted  by  the  S F.  PoliC' 


Article  V:  Qualifications  of  Applicants 

Applicability:  I he  provision^  >)f  Article  V.  Rule  4I().  shall  anpK  onl\  tP  einpluxees  i 


classes  represented  b\  the  'll 

iiisportation  V'iorkers  Union  I.ocals  200  and  Z.xd  A.  ■!  h^  o 

i».,t  tiM  K..II  .,i...i.  f-  ,.^,1,.  1.,/''..;.:  i i.  ..  ..  ..  lu. 

•'  l i-WTcrt  ” 'r  — 

l.ocal::  20n  a:ui  250  The  provisleee of ■ArPe'o  V Rl;!- 

.'^n'  Ip.,,;. 
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Rule  410 


Examination  Announcements 
and  Applicants 


Article  1:  Equal  Employment  Opportunity  Policy 


Applicability:  I he  picn  imohs  of  .Xrlicle  I.  Itiilc  410  shall  appl\  t(>  emploNccs  m all  Ml  \ Sji  a ill-i  rii!^':l 


See.  410.1  Civil  Service  Commission  Equal  Employment  Opportunity  and  Affirmative 
Action  Policy  Related  to  Examination  Announcements  and  Application 

Procedures 


It  is  the  goal  and  policy  of  the  Civil  Service  Commission  to  achieve  a work  force 
that  is  fully  reflective  of  the  multicultural,  ethnic,  and  gender  diversity  of  the  City 
and  County  of  San  Francisco.  The  MT.A  Iknuan  Itchourccj-  lji;-cch.'r  Dircclor  of 
riansporunion'Dcsioiec  -shall  conduct  outreach  for  the  purpose  of  announcing 
upcoming  examinations.  Outreach  shall  include  such  procedures  among  others  as 
periodic  mailings,  job  fairs,  and  presentations  to  inform  the  public  of  the 
employment  opportunities  and  the  examination  process  within  the  civil  service 
merit  system. 
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(Date  Issued) 


City  and  County  of  San  Francisco 


Draft  2000 


Civil  Service  Commission 


Rule  410 

Examination  Announcements 
and  Applicants 

Article  II:  Examination  Announcements 

Applicability:  The  provisions  of  Article  II.  Rule  410.  shall  appiv  t(^  em|1lo^cc^  in  vill  \1 1 .A  Sci  v k . ^ Ji.''  .'! 
classes  except  rhoi.e  represetUcJ  hv  the  Tran^poit  Workers  Union.  l,oCcil>  2()()  aiij  2.^0 A 

Sec.  410.2  Examination  Announcements 

The  examination  announcement  shall  be  the  official  notice  of  an  examination  and 
shall  provide  the  qualifications,  dates,  and  other  particulars  regarding  the  selection 
procedure.  Applicants  must  be  guided  solely  by  the  terms  of  the  examination 
announcement. 

Sec.  410.3  Promotional  Examinations 

Examination  announcements  for  a promotional  examination  shall  be  posted  on  the 
official  bulletin  board  for  a minimum  period  of  ten  calendar  days.  Examination 
announcements  for  promotional  examinations  shall  be  distributed  to  all  city  and 
county  departments.  Appointing  officers  shall  make  reasonable  efforts  to  properly 
notify  employees. 

Sec.  410.4  Appeals  of  Examination  Announcements 

Appeals  concerning  the  provisions  of  an  examination  announcement  must  be 

received  by  the  M 1 A ! himan [-Ic^oiircc:' Dirocior Dirccior 

1 ransporuiiion/’PcsiLinec  -within  five  business  days  from  the  issuance  date.  The 
MTA  I liiiiiaii  r Dircclor  of  Transpoilalion/Dcsiancc  -shall  rule  on 

all  appeals  and  shall  notify  appellants  in  writing  of  the  decision.  This  decision  is 
subject  to  appeal  to  the  Commission  as  provided  elsewhere  in  these  Rules. 

Sec.  410.5  Reissuance  of  Examination  Announcements 


After  considering  appeals  submitted  under  these  Rules,  the  \ 1 I \ ! ' a-  '.TiT 

— ! hi'jLi  a- — Dircclor  >>!'  rraaspoi-ialioii  Dcsiuncc  — may  reissue  an 
examination  announcement.  When  reissued,  an  examination  announcement  is  not 
open  to  appeal. 
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(Date  Issued) 


City  and  County  of  San  Francisco 


Draft  2000 


Civil  Service  Commission 


Sec.  410.6  Correction  of  Examination  Announcements 


Examination  announcements  may  be  corrected  by  the  M'YA  Ikimai'i 
1 ViivCtoi- -Dircclor  of  Trans|~)oilalion 'Dosiiincc  —with  respect  to  clerical  errors, 
misprints,  and  incorrect  wording  by  posting  notice  of  such  corrections  next  to  the 
original  examination  announcement.  When  examination  announcements  are 
corrected  under  the  provisions  of  this  section,  additional  time  shall  not  be  allowed 
for  the  protest  or  appeal  of  the  substantive  provisions  contained  in  the  original 
examination  announcement. 


CSC  Rules 


Volume  IV 


MTA  Service  Critical 
410.4 


(Date  Issued) 


City  and  County  of  San  Francisco  Civil  Service  Commission 

Draft  2000 

Rule  410 

Examination  Announcements 
and  Applicants 

Article  III:  Applicants 

Applicability:  I'he  provisions  of  Article  111.  Rule  410,  shall  appK  to  fiii|iUi\ cc  ■ I'l  m''  M I ' , 'i.. 

ckis>>e:^  except  tlu^se  |•epl^esel•lteLi  hv  the  TraiiM^ort  \\  ui  kcM's  1 l .ocaU  ii u;!  ' > \ 


Sec.  410.7  Recruitment  of  Applicants 

Recruitment  shall  be  conducted  to  attract  qualified  applicants  and  to  maximize  the 
multicultural,  ethnic,  and  gender  diversity  of  the  workforce  in  the  City  and  County 
of  San  Francisco.  Where  appropriate  or  needed,  the  MIA  I hiiiiiiii  A',. , i..': , i 
■!  •ii-»k-T^[)ircclt~>r  ol'  rransportation/DcsiLmec  -shall  conduct  targeted  outreach  and 
recruitment  programs,  including  cooperative  efforts  with  community  organizations, 
to  attract  qualified  members  of  underrepresented  groups. 

Sec.  410.8  Definition  of  an  Applicant 

An  applicant  is  a person  who  has  filed  an  application  for  examination  within  the 
time  limits  or  under  the  conditions  specified  on  the  examination  announcement. 

Sec.  410.9  Qualifications  of  Applicants 

410.9.1  Every  applicant  for  an  examination  must  possess  and  maintain  the  qualifications 
required  by  law  and  by  the  examination  announcement  for  the  examination. 
Experience  gained  in  violation  of  Commission  Rules  shall  not  be  recognized.  City 
and  County  employees  shall  receive  credit  only  for  the  duties  of  the  class  to  which 
appointed.  Credit  for  experience  obtained  outside  of  the  employee's  class  will  only 
be  allowed  if  recorded  in  accordance  with  the  provisions  of  these  Rules. 

410.9.2  Except  with  permission  of  the  M I A'  ! f !M.  I j:.  :•  nf 

I runspt)i'inlic^n.l)csiL!ncc.  no  employee  may  participate  in  an  entrance  examination 
carrying  a lower  salary  schedule  than  that  of  the  employee's  current  class  nor  for  a 
class  in  which  the  employee  has  current  permanent  appointment. 
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C'ity  and  C'ounly  of  San  Francisco 


Draft  2000 


Civil  Service  Commission 


Sec.  410.10 


Sec.  410.11 


Sec.  410.12 


Sec.  410.13 


Sec.  410.14 


Revien  of  Applicant  Pool  Demographics 

When  there  is  underrepresentation  of  an  ethnic  or  gender  group  for  a specific  class 
or  occupational  category,  the  M l A ! iiiman — !"c::ow!vc;)  Dirccioi'  of  I 

I rausporiaiion  Desiunce  -shall  review  the  ethnic  and  gender  demographics  of  the  | 
pool  of  qualified  applicants.  Where  the  pool  of  applicants  does  not  reflect  the 
demographics  of  the  relevant  labor  market,  and  upon  consideration  of  factors  such 
as  the  number  of  anticipated  vacancies  and  the  level  of  underrepresentation,  the 
\ 1 1 A ' ■lii-ce.-'  })i'.ve-- v---l)ireclor  of  rransporiaiioii/Dcsienec  -may  take  | 

such  action  as  appropriate  including  extending  the  filing  period,  reopening  the 
examination  for  filing,  or  canceling  the  examination. 

Promotional  Applicants 

Applicants  for  promotive  only  or  combined  promotive  and  entrance  examinations 
shall  meet  the  requirements  of  the  examination  announcement  under  which  they 
apply.  If  otherwise  qualified,  civil  service  employees  with  permanent, 
probationary,  temporary  civil  service,  or  holdover  status  and  who  have  had  six 
months  of  verifiable  satisfactory  experience  in  any  class  in  any  status  (including 
provisional)  qualify  promotionally. 

Change  of  Address 


In  all  cases  of  change  of  address,  I .-\  .h' ! Her.;  i::'.-.  must  | 

be  notified  in  writing  separately  for  each  class  involved.  Notice  of  change  of 
address  to  the  post  office  and/or  an  employee's  current  department  only  will  not  be 
a reasonable  excuse  for  special  consideration  in  case  of  failure  to  respond  to  any 
notice  within  time  limits. 

Custody  of  Examination  Applications 

Examination  applications  and  supporting  documents  become  the  property  of 
VI  l'/\  c>rihi::u:ii  when  received.  Return  of  such  documents 

shall  require  the  approval  of  the  M I /\  ''iiniaii  llcrruivc: — niivciiu-  vif 
rninsporuuion  I icsicncc. 


Names  Not  to  be  Made  Public 


Except  as  otherwise  authorized  by  the  M I .V  I hii^n:::  Mcmii-jj — ! • I iiiocior 

of  rraiisporuiiiun Dcsicncc.  neither  the  names  of  participants  who  fail  in  any 
examination  nor  the  name  of  applicants  for  any  examination  shall  be  made  public 
until  the  tentative  eligible  list  is  posted. 
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Draft  2000 


Civil  Service  Commission 


Rule  410 

Examination  Announcements 
and  Applicants 

Article  IV:  Applications  and  Notice  of  Examinations 


Applicability:  I'he  provisions  of  Aiticle  IV.  I\ule  410.  shall  anpK  oiiK  to  eiuplincc-^  in  nil  M I A s>,'!  \ i I 

Critical  classes  rep'-CNented  b\  tlie  rransoortation  Worker^  Union.  l.oc:il.''  jon  .iiu!  \.  | 

Sec.  410.15  Qualifications  of  Applicants 

410.15.1  Every  applicant  for  entrance  or  promotional  examination  must  possess  and 
maintain  the  qualifications  required  by  law  and  by  the  announcement  of  the 
examination  for  which  applied.  Experience  gained  in  violation  of  Commission 
Rule  will  not  be  recognized.  It  is  the  responsibility  of  the  appointing  officer  and 
of  the  employee  to  have  out-of-class  experience  recorded  as  provided  elsewhere 
in  these  Rules. 

410.15.2  Except  with  permission  of  the  M I A-l  — ■ -i I )!i'cci.m  t'T  I 

' Frans po rl a l i t > n/ 1 )c.s i ll n cc,  no  employee  may  participate  in  an  entrance  | 
examination  carrying  a lower  salary  schedule  than  that  of  the  employee's  current 
class.  No  employee  may  participate  in  an  examination  for  a class  in  which  the 
employee  has  current  permanent  appointment  status  except  with  the  approval  of 
the  M TA  IUt'—ttI  EiiccU'r  Dircciur  of  rransporlalioii  'Do.sIuik-c.  | 

Sec.  410.16  Application  Time  Periods 

An  applicant  is  a person  who  has  filed  an  application  for  examination  within  the 
time  limits  specified  in  the  announcement  of  the  examination  for  which  the 
applicant  applied.  Verification  shall  be  the  official  time  receipt  of  Mi  .\  the  I 
Aci\!i-!iiVMi  v-l  or  postmark.  Examination  announcements  | 

shall  not  be  distributed  after  the  end  of  the  filing  period. 

Sec.  410.17  Notice  of  Examinations 

Official  notice  of  examinations  will  be  posted.  Notice  of  promotional 
examinations  will  be  posted  for  a minimum  period  of  ten  calendar  days. 
Requests(s)  for  notice  of  filing  dates  for  entrance  examinations  may  be  filed  in 
the  MIA  Dcsi'jnatod  Department  ! A — Notification  cards  shall  | 

be  mailed  at  the  inquirer's  risk. 
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Draft  2000 


Civil  Service  Commission 


Sec.  4 10. IS 


See.  410.19 


Sec.  410.20 


Sec.  410.21 


Sec.  410.22 


Sec.  410.23 


Additional  Notice  of  Promotional  Examinations 

Notices  of  promotional  examinations  shall  be  distributed  to  the  appropriate 
departments.  Appointing  officers  shall  employ  any  method  of  distribution  to 
insure  that  employees  are  properly  notified. 

Application  Custody 

Applications  and  supporting  documents  become  the  property  of  ! I A 

i C| 'X  Nt'Hui.i  ! when  received.  Return  of  such  documents 
shall  require  the  approval  of  the  M fA  ! I'C  V'Lirjj;.  t Diivclor  o\ 

fran-spoilatioii/Dcsicncc. 

False  Statements  by  Applicants 

Significant  false  statements,  whether  intentional  or  unintentional,  made  or 
permitted  by  any  applicant  on  the  application  or  in  the  qualifications  appraisal 
interview  shall  be  good  cause  for  the  exclusion  by  the  MIA  -I 

Diivclor  of  I l^ans^onatio^,■  Desiciicc  —of  such  person  from  any 
examination,  the  removal  of  the  applicant's  name  from  the  eligible  list,  and  may 
be  good  cause  for  removal  or  discharge  from  the  City  and  County  service. 

Names  Not  to  Be  Made  Public 

The  names  of  applicants  for  any  examination  shall  not  be  made  public  prior  to 
announcement  of  the  results  of  the  examination.  Names  of  participants  who  fail 
in  any  examination  shall  not  be  made  public. 

Change  of  Address 

In  all  cases  of  change  of  address,  the  iM  I A dcsicnaicd  fMiv'iiiac: ■; — !'  ; ! av:.:-- 
!M  ' a:  - ::  must  be  notified  in  writing  separately  for  each  class  involved.  Notice 
of  change  of  address  to  the  post  office  and/or  the  employee's  current  department 
only  will  not  be  a reasonable  excuse  for  special  consideration  in  case  of  failure  to 
respond  to  any  notice  within  time  limits. 

Correction  of  Examination  Announcements 


Examination  announcements  may  be  corrected  with  respect  to  clerical  errors, 
misprints  and  incorrect  wording  by  the  M I A^4-r---KTa — 'vivj — I 
I )ii-cci(M-  (tl  I l^a^sp^>|•Ulliol1,'T)csicuco.  by  posting  notice  of  such  corrections  next 
to  the  original  examination  announcement.  The  issuance  of  examination 
announcements  corrected  under  the  provisions  of  this  section  shall  not  allow 
additional  time  for  protest  or  appeal  of  the  substantive  provisions  contained  in 
the  original  examination  announcement. 
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Rule  410 

Examination  Announcements 
and  Applicants 

Article  V:  Qualifications  of  Applicants 

Applicability:  I'he  provisions  of /XnicL-  W Rule  410.  sinill  applN  onl\  to  einnlo\ces  in  all  Ml'',  y c 
C'rirical  classes  repi-esenicel  the  Traiisi-iortarion  U'orker^  Union  l ocals  2(i()  afij  l-'n  \. 

Sec.  410.24  Application  for  Examination 

Any  person  having  the  qualifications  prescribed  by  these  Rules  and  the  terms  of 
the  examination  announcement  may  submit  himself  or  herself  for  any 
examination  under  conditions  established  by  4^MTA-  rr^j' 


Sec.  410.4^  25  Recruitment  of  Candidates 


MTA  ■■!'  I bji-TTmi-  Rcrvurccr'  shall  advertise  and  may  take  further  | 

appropriate  means  to  interest  suitable  applicants. 
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Sec.  410.^  2 6 Notice  of  Promotional  Examinations 


When  examinations  for  promotion  are  to  be  held,  t-h^MTA  ::  ■;!' 

! iiiMi.iii  shall  give  notice  thereof  to  all  persons  in  positions  entitling 

them  under  the  Civil  Service  Commission  Rules,  to  participate  in  such 
examination,  by  posting  information  thereof  on  the  dcsiunaicd  bulletin  board  t4 
•tIt^  m MT.A  v-i'd  for  a period  of  ten  days  and 

notifying  the  office,  agency,  or  department  concerned. 
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Rule  411 


Examinations 


Article  I:  Examination  Provisions 


Applicability:,  The  pro 


of  Article  I.  Rule  411,  apply  to  employees  in  all  M I'A  Sei 


Critical  ckisses  except  those  represeiued  b\  the  Transport  Workers  fiiiion,  l ocals  2() 

and  250 A.  The  prGvisioM0  of  1,  Rule  11,  apply  to  eiTiploycovi  in  all 


embe 


of  the  S.  F.  Polic 


Deport.TiGi 


nd  Firefighters,  Local  798. 

Article  II:  Examination  Process 


Applicability:  The  provisions  of  Article  II,  Rule  41 1 , apply  only  to  employees  in  MTA  Service- 
Critical  classes  represented  by  the  Transport  Workers  Union,  Locals  200  and 
250A.  ..snd  the  members  of  the  Uniformed  Ronks  of  the  S F F:rG  Dcpo:-::-:rt 


Article  III:  Veterans  Preference  in  Examinations 


Applicability:  The  nrovii>ions  of  Article  111.  Rule  41  I,  shall  appK’ to  employe 

Critical  classesr-f.'rrle-ieotlHr'ivi^e  ira^d.  the  provih.io-ir'oA  A.-ric 
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Rule  411 
Examinations 

Article  I:  Examination  Provisions 


Applicability;  I he  pi-o\  isioiis  of  Article  I.  Rule  411,  j.liall  appl\  to  einploN  ees  in  all  M I'A  Serv  ic^--(  'riticcil 
^ c \ cciM  those  repi'csciiied  bv  tlie  'I  ranspurt  Woi'kers  l .iiiii)n.  I ocaLs  200  aiul 

See.  411.1  Civil  Serv  ice  Commission  Equal  Employment  Opportunity  and  Affirmative 
Action  Policy  Related  to  the  Conduct  of  Examinations 


411.1.1  It  is  the  policy  of  the  Civil  Service  Commission  that  job-related  criteria  be  utilized 
in  establishing  minimum  qualification  requirements  and  developing  examination 
procedures,  without  regard  to  race,  sex,  sexual  orientation,  gender  identity, 
political  affiliation,  age,  religion,  creed,  national  origin,  disability,  ancestry, 
marital  status,  parent  status,  domestic  partner  status,  color,  medical  condition 
(cancer-related),  etlinicity  or  the  conditions  Acquired  Immune  Deficiency 
Syndrome  (AIDS),  HIV,  and  AIDS-related  conditions  or  other  non-merit  factors 
or  any  other  category  provided  by  ordinance. 

411.1.2  The  M I A ! lur.ui:!  If  [4ircclor  ol' Ti';inspoi-iaiion'DcsiL!iK'c  shall  | 

make  every  effort  to  ensure  the  representation  of  women  and  minorities  on 
examination  boards,  panels  and  screening  committees. 

Sec.  411.2  M r.-\  Hnnian  Diivcior  of  I ran.>porialion,'l)c>iL!iicc  | 

Empowered  to  Act 

The  M fA  Muiriai-.  cc.';  PiivcUH- of  I ransporiaiion.  Pc.si'jiK-c -shall  | 

rule  on  all  matters  concerning  the  examination  program  in  accordance  with  these 
Rules. 


Sec.  411,3  Requirement  to  Conduct  Examinations 

411.3.1  Except  for  reasons  beyond  the  M fA  T-lo-wviivo-'  ' Diivcioi'  of 

fraii.^porialion  Dcsiuncc  -control,  the  M I A ! luinai>  Me-"  'Uiv  j — Diivai".  !j_LL'-AAA 
of  I ran^porUuion,''[)csiaiicc  hall  immediately  commence  to  conduct  an 
examination  whenever  a provisional  or  near-list  appointment  is  made  to  a 
permanent  position. 
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Sec.  411.3 
411.3.2 


411.3.3 

Sec.  411.4 


Sec.  411.5 

Sec.  411.6 


Sec.  411.7 


Requirement  to  Conduct  Examinations  (Cont.) 

Except  for  reasons  beyond  the  MIA  Muiuotn  i>ii'ocU'rV  Dirccim-  ol 

Transpoi'lation/Dcsiunce  -control,  the  M I'A  ilaiaaii  Diivcior 

of  'rransnoriaiion/DcsiiiiKv  -will  make  every  attempt,  on  a priority  basis,  to 
commence  work  required  to  conduct  examinations  at  least  60  days  prior  to 
expiration  of  an  eligible  list  where  there  is  a demonstrated  need  for  continuing 
appointments  to  such  class. 

Where  possible,  the  MIA  ■rk-mn-n — — Aiivciar  Diivcioi- iil 

I ransnorlaiion/Dcsioncc,  or  designee  and  bargaining  representative  shall  meet  in 
advance  to  determine  which  classes  require  eligible  lists  on  a continuing  basis. 

Requirement  for  Competitive  Examinations 

All  applicants  for  positions  in  the  classified  service  shall  submit  to  examinations 
which  shall  be  competitive  provided,  however,  that  no  examination  shall  be 
deemed  to  be  competitive  unless  three  or  more  persons  participate.  However,  any 
such  examination  may  be  held  for  less  than  three  qualified  applicants  with  the 

approval  of  the  MIA  -I-Uh-h-: Ac: . f DirccU'r A' 

I mnsptniaiion.'  Dc.siuncc  -after  a finding  that  reasonable  publicity  of  the  proposed 
examination  has  been  given.  Notice  of  such  determination  by  the  M I \ a — -tt- 
!A'., ui'C'j.  I ''/.•jj!-".-  Dirccioi-  ol'  I |•a^sp^^^[a^u)n  Dcsiuncc  -will  be  provided  to  the 
employee  organization(s)  representing  employees  within  the  classification. 

Examinations  Without  Charge 

Examinations  shall  be  without  charge  to  the  applicants. 

Apprenticeship  Positions 

Appropriate  rosters  of  eligibles  established  by  a trade,  craft,  or  occupation  joint 
apprenticeship  committee  recognized  by  the  State  of  California  Department  of 
Industrial  Relations,  Division  of  Apprenticeship  Standards,  may  be  utilized  to  fill 
apprenticeship  positions  or  as  the  basis  for  establishing  apprenticeship  eligibility 
lists. 

Adequacy  of  Examinations 

Subject  to  the  approval  of  the  Commission,  the  MT/\  ! liiiiuin  Ac.''ri!rc  j.  ! i' 
Diiccior  of  TiansDoHaiioir'DcsiLincc.  subject  to  appeal  to  the  Civil  Service 
Commission,  shall  judge  the  adequacy  of  the  examination  to  rate  the  capacity  of 
the  applicants  to  perform  service  for  the  City  and  County. 
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Sec.  4U.S  Fstablishing  Cutoff  Scores  and  Number  on  Eligible  Lists 

For  each  selection  procedure,  the  M I'A  lliiiiuii:  Mcroui-c:::  I)ii-oclor  of 

I lanspcM-lalion  Dcsiuncc  —shall  establish  a cutoff  or  passing  score  and  shall 
determine  the  number  of  persons  who  shall  constitute  the  eligible  list  based  on  the 
needs  of  the  Service,  equal  employment  opportunity  principles,  and  affirmative 
action  goals.  Once  established,  the  cutoff  score  shall  not  be  changed. 

See.  411.9  Cheating  or  Fraud  in  Examinations 


It  is  the  policy  of  the  Civil  Service  Commission  that  examinations  shall  be 
conducted  in  a fair  and  impartial  manner  in  order  to  test  fairly  the  relative 
qualifications,  merit,  and  fitness  of  applicants.  Any  person  cheating,  attempting 
to  cheat,  or  assisting  other  persons  in  cheating  in  any  phase  of  the  examination 
process  shall  be  prosecuted  to  the  full  extent  of  the  Charter  and  other  laws. 
Actions  to  be  taken  include  elimination  from  the  examination  process,  dismissal, 
and  ineligibility  for  future  employment.  Cheating  shall  include  the  use  or 
attempted  use  of  materials  not  authorized  by  the  scheduling  notice  to  candidates 
to  report  for  the  examination.  Significant  false  statements  by  applicants  on  the 
application  or  during  the  selection  process  shall  be  good  cause  for  the  exclusion  of 
such  person  from  the  examination  and  such  other  appropriate  action  as  may  be 

recommended  by  the  MTA  lliiiiuiii — — AircciiM-  Diivcior qi' 

Tran.sporlalionDcsiuncc. 

411.9.1  Aid,  Hindrance,  Fraud  and  Collusion  in  Examinations 

No  person  or  officer  shall,  by  himself/herself  or  in  cooperation  with  other 
persons,  defeat,  deceive  or  obstruct  any  person  in  respect  to  his  or  her  right  of 
examination;  or  falsely  mark,  grade,  estimate  or  report  upon  the  examination  or 
proper  standing  of  any  person  examined  hereunder,  or  aid  in  so  doing;  or  make 
any  false  representations  concerning  the  same,  or  concerning  the  person 
examined;  or  furnish  to  any  person  any  special  or  secret  information  for  the 
purpose  of  either  improving  or  injuring  the  prospects  or  chances  of  any  person  of 
being  appointed,  employed  or  promoted. 

Any  eligible  securing  standing  on  a list  by  fraud,  concealment  of  fact  or  violation 
of  commission  rules  shall  be  removed  from  such  list  and  if  certified  or  assigned 
to  a position  shall  be  removed  therefrom. 
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Sec.  411.10  Copying  of  Examination-Related  Materials 

The  copying  or  the  making  of  notes  or  outlines  of  examination-related  materials 
is  prohibited. 

Sec.  411.11  Rating  Keys  - Written  Examinations  Other  Than  Essay  Questions 

411.11.1  Written  examinations  other  than  essay  questions  are  defined  as  those  tests  which 
present  answers  that  may  be  available  for  inspection.  Typical  formats  of  written 
examinations  include  multiple-choice,  true-false,  or  fill-in. 


411.11.2  The  examination  booklet  in  written  examinations,  if  not  exempted  from 
inspection  privileges,  shall  state  the  time  period  where  participants  in  an 
examination  may  review  the  rating  key  to  be  used  for  scoring.  No  changes  in  the 
rating  key  shall  be  made  after  the  passing  score  has  been  established. 

411.11.3  Inspection  of  the  rating  key  is  for  the  purpose  of  determining  if  any  of  the 

questions  asked  or  answers  are  ambiguous,  incorrect,  or  improper.  Appeals 
concerning  the  rating  key  must  be  completed  in  the  inspection  room  on  forms 
supplied  by  Utt^M  TA  j v-ri-uciu  ■■!'  ! ■ v-'ivvTv.  Appeals  must  include  | 

substantiating  data  or  authoritative  references.  If  any  appeals  have  been  filed,  an 
additional  period  for  review  of  appeals  and  submission  of  counter-appeals  will 
be  provided.  The  MIA  nt-fTT^n — — DiiviWu' ol 

I ransDoriaiion  Dcsiunce  -shall  act  on  all  appeals.  The  decision  of  the  M I A 
! iaraan  l-l:;'' "arc::'  [.):rjc:ci'  Director  of’l  ranspoi'UUioii/'Dcsiancc  -shall  be  final. 


411.11.4  Inspection  privileges  shall  not  apply  to  questions  and  answers  in  a continuous  or 
standardized  examination.  The  M I'A  ifinaii:  Diicoior  of 

rransporuuioii'Dcsiancc  -may  delete  obsolete  or  erroneous  questions  or  answers 
from  any  examination  exempted  by  this  Rule  for  inspection  privileges  prior  to 
the  establishing  of  a passing  mark. 
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Sec.  411.12  Inspection  of  Rating  Keys  by  Review  Committee 

411.12.1  The  examination  announcement  may  provide  for  review  of  questions  and 
answers  by  a review  committee  in  those  examinations  where  large  numbers  of 
appeals  might  be  anticipated  on  the  basis  of  past  experience,  or  where  there  is  an 
immediate  need  for  appointees  in  the  class  involved.  Such  review  committee 
shall  be  composed  of  three  or  more  persons  expert  in  the  field  of  subject  matter 
covered  by  the  examination.  For  such  examinations  in  the  uniformed  ranks  of 
the  Police  and  Fire  Departments  or  other  uniformed  forces,  the  members  of  the 
Committee  shall  be  appointed  by  the  M \'.\  ! luiiXin  ■Liivv. — ! ):rec[ci'  D i rector 

^ if  1 ransporiaiiuii’l )esienec.  from  among  a panel  of  five  officers  submitted  by 
the  appointing  officer  of  the  concerned  department  and  shall  hold  permanent 
rank  not  less  than  that  of  the  class  for  which  the  examination  is  being  held. 

411.12.2  The  review  of  the  rating  key  shall  begin  simultaneously  with  the  holding  of  the 
examination  and  shall  be  completed  in  one  session.  The  recommendations  of  the 
review  committee  with  respect  to  questions  or  answers  which  they  believe  to  be 
ambiguous,  incorrect,  or  improper  shall  be  submitted  to  the  MIA  ! ! .'C::!: 
!'■  e.i.'''.:'ec-  I )i roe-s -f'-l  )ircel(M'  (d'  I rausnuilalion 'Dcsieucc  -for  approval.  The 
rating  key,  when  approved  by  the  M l A ! - HryTr-  ■■!  -irvA. y-  [)ii\.\  he  rd' 

I ransporiauoihDcsieiicc,  shall  be  made  available  for  review  by  participants  in 
the  examination  for  a minimum  period  of  two  days.  The  time  allowed  for  such 
review  may  be  extended  if  in  the  judgment  of  the  M l .\  ! IhiMhh  ! ‘ . . e 
Dii  ceh-r  Dirccior  or  Traihspoi'ialiuu  'Desiunec.  the  number  of  applicants  warrants. 
The  participants  may  appeal  to  the  MT/\  I Ihihhh  !fev.hi.v: — I e Diivhh'r  M' 

I l^anspo|•lauon 'Dcsiuncc  -concerning  only  those  questions  or  answers  where 
documented  claim  of  significant  error  is  made.  The  decision  of  the  Ml  \ 1 ! ,: 

! ui-ce.'i  Direeloi'  Dircclor  of  I ransporialion  Dcsiuiiec  -shall  be  final.  If  no 
appeals  are  submitted,  the  approved  rating  key  shall  be  the  official  rating  key  to 
be  used  for  scoring  the  examination. 


Sec.  411,13  Inspection  of  Papers  by  Unsuccessful  Candidates 

Where  there  are  remaining  parts  of  an  examination,  unsuccessful  candidates  may 
inspect  their  papers  during  a two  day  period  specified  by  the  notice  informing 
them  of  their  scores.  Such  inspection  shall  be  for  the  sole  purpose  of 
determining  that  the  computation  of  the  score  has  been  accurate. 
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Sec.  411.14  Oral  Interview  and  Other  Selection  Tests  - Definition  and  Appeals 

This  Rule  section  shall  govern  examination  procedures  such  as  oral  interviews, 
performance  tests,  work  sample  tests,  essay  questions,  and  assessment  center 
exercises. 

411.14.1  Procedures  and  Practices 

1)  The  orientation  of  the  raters  may  include  a presentation  by  the  department 
head  or  departmental  representative  which  includes  a description  of  the  class  for 
which  the  examination  is  being  held,  the  setting  of  the  class  in  the  department, 
the  critical  elements  of  personal  characteristics  needed  by  employees  in  the 
class,  and  related  information.  The  department  head  or  representative  shall  not 
discuss  any  candidate  with  any  rater  at  this  time  or  any  other  time  prior  to  the 
completion  of  the  examination. 

2)  No  fraternal  rings,  organization  pins,  or  insignia  of  any  kind  shall  be 
displayed  by  any  rater. 

3)  No  rater  shall  rate  a candidate  who  is  related  to  that  person  or  rate  a 
candidate  if  any  strong  personal  association  exists  between  that  candidate  and 
the  rater  so  that  it  would  be  difficult  to  make  an  impartial  rating.  If  possible,  the 
excused  rater  shall  be  replaced  by  an  alternate  with  similar  qualifications. 

4)  Raters  may  only  consider  relevant  documents  from  candidates  that  are 
required  by  the  scheduling  notice. 

5)  Uniform  standards  shall  be  applied  to  every  candidate  in  each 
examination.  The  minimum  passing  rating  must  be  related  to  a class,  not  to  a 
single  position  within  a multiple-position  class,  unless  specified  by  the 
examination  announcement. 

6)  Except  as  otherwise  permitted  by  law,  applicants  shall  not  be  questioned 
regarding  their  race,  sex,  sexual  orientation,  gender  identity,  political  affiliation, 
age,  religion,  creed,  national  origin,  disability,  ancestry,  marital  status,  parental 
status,  domestic  partner  status,  color,  medical  condition  (cancer-related), 
ethnicity,  or  the  conditions  Acquired  Immune  Deficiency  Syndrome  (AIDS), 
HIV,  and  AIDS-related  conditions  or  other  non-merit  factors;  nor  shall  such 
factors  be  utilized  in  establishing  minimum  qualification  requirements  and 
developing  examination  procedures. 
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See.  411.14  Oral  Interview  and  Other  Selection  Tests  - Definition  and  Appeals  (Cont.) 

411.14.1  Procedures  and  Practices  (Cont.) 

7)  Recordings  of  an  examination  shall  be  retained  until  the  eligible  list  is 
adopted.  A defective  recording  shall  not  invalidate  the  examination  unless  the 

\ 1 I \ ! ! .:•■■  4 > I v i • ■ I ) j I'cc t o I'  o I'  TransporUU j o 11 4 )cs j Liiicc  -Finds  the  | 

omitted  or  unintelligible  material  critically  relevant  to  the  examination,  in  which 
event  the  MIA  itc'. l^ireclor  Direcior  of  I |•anspol•laliolvDesience  j 

may  order  a new  examination. 

8)  In  the  event  of  an  appeal  that  could  invalidate  the  examination,  all  other 
candidates  whose  standing  in  the  examination  may  be  affected  shall  be  notified 
of  the  appeal  prior  to  final  action  being  taken. 

9)  Any  violation  of  the  following  procedures  and  practices  by  candidates  may 
be  cause  for  disqualification: 

no  fraternal  rings,  organization  pins  or  insignia  of  any  kind  shall  be 
displayed  by  any  candidate; 

no  candidate  shall  discuss  her  or  his  candidacy  or  any  relationship  thereto 
with  any  rater  prior  to  the  completion  of  all  parts  of  the  examination  and  the 
final  adoption  of  the  eligible  list;  and 

unless  expressly  directed  by  the  notice  to  candidates  to  report  for 
examination,  no  letters  of  reference  or  recommendation,  performance 
evaluations,  work  samples,  work  products,  awards,  certificates,  or  other 
materials  shall  be  presented  to  the  raters. 

411.14.2  Appeals 

1)  An  appeal  based  on  personal  bias  or  competence  of  a rater  shall  be  made 
by  a candidate  to  the  designated  representative  of  I A ■!  Vjx-i-i-.:, :::  r:'  1 

1 present  at  the  examination  immediately  prior  to  participation  | 

in  this  phase  of  the  examination.  The  candidate  shall  then  proceed  with  the 
examination.  If  such  appeal  is  sustained,  the  rating  by  the  challenged  person 
shall  not  be  computed  in  the  final  rating  of  the  candidate  and  the  rating  of  the 
candidate  shall  be  that  of  the  unchallenged  raters.  If  more  than  one-half  of  the 
raters  are  successfully  challenged,  a new  rating  board  shall  be  constituted,  unless 
more  than  one  rating  board  has  been  convened  for  the  examination,  in  which 
case  the  candidate  shall  be  examined  by  an  alternate  rating  board  of  equal 
number. 
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Sec.  411.14  Oral  Interview  and  Other  Selection  Tests  - Definition  and  Appeals  (Cont.) 
411.14.2  Appeals  (Cont.) 

2)  An  appeal  based  on  the  conduct  of  the  raters  must  be  made  in  writing  and 

filed  with  the  MTA 1 hii:  S-ArTv;-:- .Lfiv.i.  • 

I ransporialion  Do.sieiioc  —not  later  than  the  second  business  day  after  the 
examination  was  held  and  must  be  based  on  a claim  of  bias,  malfeasance,  or 
misfeasance  of  board  members;  documented  inconsistencies,  or  any  questions 
propounded  by  the  raters  which  occur  during  any  examination  which  require  an 
answer  in  conflict  with  any  Federal,  State  or  City  and  County  laws,  rules,  or 
regulations.  Appeals  must  state  the  specific  grounds  upon  which  they  are  based 
and  provide  facts  which  support  the  allegations.  Failure  to  state  the  appeals 
properly  filed  under  this  section  shall  be  resolved  in  accordance  with  the  appeal 
provisions  of  these  Rules. 

3)  An  appeal  based  on  inconsistencies  in  examination  administration  shall  be 
made  in  writing  and  filed  with  the  MIA  1 kinuin  lAj: 'HiiO'.  ' ! 'i:^  cn  r Diivci' n ol 
ri-aiisporla[i()iv  [)csimK-c  —not  later  than  the  fifth  business  day  after  the 
examination. 


4)  In  acting  on  appeals,  only  the  applications,  records,  and  questions  and 
answers  which  constitute  the  record  of  the  examination  shall  be  considered. 
Appeals  will  only  be  sustained  when  the  candidate  presents  evidence  that  clearly 
substantiates  a charge  or  charges  as  to  the  above  listed  items.  In  the  absence  of 
an  appeal  under  this  section,  later  appeals  shall  be  precluded. 


Sec.  411.15  Inspection  of  Ratings  by  Participants 

411.15.1  Composite  ratings  for  examinations  administered  under  this  section  shall  be 
available  for  a minimum  period  of  two  working  days  during  which  period  each 
participant  may  inspect  their  own  ratings.  The  identity  of  the  examiner  giving 
any  mark  or  grade  shall  not  be  disclosed. 


411.15.2  Any  appeal  shall  be  filed  in  writing  within  the  inspection  period  and  shall  be 
limited  to  failure  of  the  raters  to  apply  uniform  standards.  Appeals  must  state 
the  specific  grounds  upon  which  they  are  based  and  provide  facts  which 
support  the  allegations.  Failure  to  state  the  specific  grounds  for  the  appeal  and 
provide  facts  shall  nullify  the  appeal. 
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Sec.  411.15  Iiispection  of  Ratings  by  Participants  (Cont.) 


411.15.3  All  appeals  properly  filed  under  this  section  shall  be  resolved  in  accordance 
with  the  appeal  provisions  of  these  Rules.  Appeals  shall  not  be  considered 
merely  because  candidates  believe  they  are  entitled  to  a higher  score.  Neither 
the  Commission  nor  the  M I'A  ! lunui:: — If:-  'Hirce:': — Direeior  of 
J i an--p>>i'i:iru)ii'l)esienoe  -shall  substitute  their  judgment  for  the  judgment  of 
the  raters.  Ratings  of  less  than  the  minimum  passing  score  shall  not  be  raised 
to  more  than  the  minimum  passing  score. 

41 1.15.4  No  evidence  or  documents  shall  be  presented,  which  were  not  presented  to  the 
raters,  unless  the  candidate  was  denied  the  opportunity  to  do  so. 

1 1 .1 5.5  In  the  absence  of  an  appeal  under  this  section,  later  appeals  shall  be  precluded. 


Sec.  411.16  Authorization  for  Flexible  Staffing  Program 

The  M r \ )iivcu>r  of  I raiisporUilion  l)csi!:;.;j  -is  | 

authorized  to  establish  flexible  staffing  programs  to  promote  permanent  civil 
service  employees  past  the  probationary  period  to  higher  classes  within  an 
occupational  series  or  to  another  series  by  methods  other  than  traditional 
selection  procedures.  In  establishing  a flexible  staffing  program,  the  M l A I 
i — {- — i f rcc;-!- — [^ircclor  of  I ranspoi1alion/[)c.siuncc  — shall  | 

consider,  among  other  factors,  length  of  permanent  service,  performance 
appraisal  ratings,  availability  of  positions,  budgetary  restrictions,  and 
affirmative  action.  The  specific  procedures  and  qualifications  established  shall 
be  listed  in  the  flexible  staffing  examination  announcement  for  the  class(es) 
involved. 
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Rule  411 
Examinations 

Article  II:  Examination  Process 


Applicability:  I lie  prtni^'ions  of  Article  II.  Uule  41  I.  shall  appK  oiil'  ij'  in  \l  I \ 

C'l  itic.'il  represented  In  rlie  IVanspoiT  Workers  Lliiinii.  I ocaU  2i)i)  .iiul  i 


Sec.  411.17  Charter  Authority 

The  examination  program  shall  be  in  accordance  with  the  provisions  of  the 

Charter.  The  MTA  Director eg' 

I ransnoriaiion/'l^c^iencc  -shall  rule  on  all  matters  concerning  the  examination 
program  as  provided  elsewhere  in  these  Rules. 

Sec.  411.18  Announcement 

The  examination  announcement  shall  provide  the  qualifications,  dates,  duration 
of  eligible  lists,  and  other  particulars  regarding  the  examinations  thereon 
announced.  Applicants  must  be  guided  solely  by  the  announcement  of  the 
examination(s)  for  which  they  apply. 

Sec.  411.19  Protests  of  Examination  Announcements 


Appeals  concerning  the  provisions  of  an  announcement  must  be  received  by 
44^  MTA  — ■ ! h-eKii>  Dcr-HH-vT:— within  seven  business  days  from 

the  issuance  date.  The  MIA  — ke-''-ureer — Di'-eca-r  ■■DirccUir  of 

I ninsporUuien'Mcsienec  —will  rule  upon  appeals  and  notify  petitioners  in 
writing.  This  decision  is  subject  to  appeal  to  the  Commission  as  provided 
elsewhere  in  these  Rules. 


Sec.  411.20  Reissuance  of  Examination  Announcements 

After  considering  appeals  submitted  in  accordance  with  this  Rule,  the  M 1 \ 

! !■  :.v'  DirccU)r  of  hansporiaiit’n  DcsI'-iikv  -may  reissue 

the  announcement.  When  reissued,  an  examination  announcement  is  not 
subject  to  the  appeal  procedure. 

Sec.  411.21  Official  Time  Periods 


Examination  announcements  shall  set  forth  time  limits  for  determination  of  the 
qualifications  of  applicants. 
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Rule  412 
Eligible  Lists 


Article  I:  Administration  of  Eligible  Lists 

Applicability:  The  provisions  of  Article  I.  Rule  412,  .hall  appK  to  employees  in  all  MIA  Sen  icc-Vritical 

clashes  except  those  represented  h\  the  Transport  Workers  Union,  l ocals  2i)()  aiul  \. 

provicions  of  Article- lr-Ru!e -12, — apply  to  employees  in  3!!  gIgssge  c-:c3pt 

rcprcaontod  by  the  Transport  Workers.  200  ond  250A:  and  the  members  of 

the  uniformod  ranks  of  tbe'S.  F Police  ■and-Fife-Dep-aftnionts  rap-r-esented  by  the-  S F 

Pciicc  Offiacra'  Aaaociation,  Lcaal  011,  and  Firefighters,  Local  7S8 

Article  II:  Eligible  Lists  and  Eligibility 


Applicability:  The  pi-ovLsions  of  Article  II.  Rule  4I2.  shall  appK  onl\  to  emploveeb  in  MIA  Scr\  ntical 

clashes  represented  bv  tlie  hraiisport  Workers  Union,  l.ocals  200  and  2dQ.\.  The  prGv:;:cn:  of 
Articla  II,  Rule  12, — apply-  oaly  lo  employees-if>-Gla€se5 — Fepi^sea;acl  by  tha  Traaspert 

Warl^ors  Union.  Locals  200  and  250A:  and  the  members  of  tbe  uniformed  rank;  the  S' 

F.  Polica  and  l^iro  Departmonts  rcprocontod  by  tha  S^F.  Police  Officers'  Associsl-oa.. 

Local  911,  and  Firefighters,  Logs!  7S3: 


Article  III:  Protest  of  Tentative  Eligible  List 


Applicability: 


The  prov!- 

(- 

ears''  Assc 

Article  IV:  Duration  of  Eligible  Lists 


Applicability:  The  provisions  of  Article  IV.  Rule  4 I 2,  shall  appl\  onlv  to  employees  in  MIA  Sei-\  ice-Criiical 

clas:^es  represented  b\’  the  I ransport  Workers  Union,  l.ocals  200  and  250  \.  The  prov^o^cos  of 
Artiolo  IV,  Riils  12, — apply 'Only  to  Gnplcyees  in  clasooo  raprooootod  by  the  T:'3"spoP 

Workers 'UraoM.  Locals  200  and  250Av-aad-tb-a'maiTibars  of  the  anTon-nad  rank;:  o'  d o 0 

F.  Police  and  Fi^e  Departotontc  represented  by  the  S,F  Po'Ico  Offico-s'  Assoc-as-ora 

Local  91  T-aad  Faef-ghters,  Local  703 

Article  V:  Holdover  Rosters  and  Return  to  Duty 

Applicability:  'I'he  provisions  cT'  Article  V.  Rule  -112.  shall  apply  to  empl()\-ee!>  in  all  MI  A bciMcea  I'itical 

clashes.  Unless  c:Lorarr5e  oote-d.  th:  :-ov:e:o:-£  of  A:T:!:  V.  Rule-42-coc'\  -:■  xooAvees-re 

all  classes 
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Rule  412 
Eligible  Lists 

Article  I:  Administration  of  Eligible  Lists 

Applicability:  I he  )n'o\  isimr,  of  Article  I.  Rule  !i2.  .sIiliII  unaK  to  eiiiplo\ ccn  in  all  MIA  Serv  ice-(~ritical 

el'C'Scs  eveepl  ilio:se  repre^.eiited  bv  the  'I  raiispoit  VVui'kers  Union.  Locals  200  and  250A. 

Sec.  412,1  Types  of  Eligible  Lists 

The  names  of  candidates  passing  all  phases  of  an  examination  shall  be  placed  on 
one  of  the  following  types  of  eligible  lists  in  the  order  of  total  score.  Eligibles 
with  tie  scores  shall  be  listed  in  alphabetical  order.  Eligibles  on  lists  governed  by 
the  Rule  of  the  List  shall  be  listed  in  alphabetical  order  and  without  reference  to 
score. 


412.1.1  Discrete  Eligible  Lists 

Discrete  eligible  lists  are  lists  derived  from  examinations  which  are  open  for  filing 
for  a specific  time  period  and  in  which  the  selection  procedure  is  administered  on 
a specific  date  or  dates. 

412.1.2  Continuous  Eligible  Lists 

A continuous  eligible  list  may  be  used  for  a class  after  the  M l A ! lu;-) 
llereupj;:;  Dircclvi--  Director  of  rraiisportalion.'Dcsiancc  has  designated  the  class 
as  a "continuous  list  class."  Each  time  an  examination  for  such  a class  is  given, 
the  names  of  the  eligibles  resulting  from  the  examination  shall  be  added  to  the 
existing  eligible  list,  ranked  by  the  eligible's  score  on  the  examination  taken.  For 
eligibles  with  the  same  score,  names  shall  be  listed  alphabetically. 

412.1.3  Duration  of  Eligibility  on  Continuous  Lists 

Each  examination  announcement  for  a continuous  list  class  shall  state  the  time 
period  during  which  the  names  of  eligibles  successfully  passing  the  examination 
will  remain  on  the  continuous  list.  This  time  period  will  be  referred  to  as  the 
"eligibility  period."  An  eligible's  name  shall  be  removed  from  a continuous  list  at 
the  end  of  the  eligibility  period. 
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Sec.  412.2  Duration  of  Eligible  Lists  and  of  Eligibility 

412.2.1  Duration  of  Discrete  Eligible  List 

For  discrete  eligible  lists,  the  eligible  list  shall  state  the  duration  of  the  list  with 
the  minimum  duration  being  six  months  and  the  maximum  24  months. 

412.2.2  Duration  of  Eligibility  - Continuous  Eligible  Lists 

For  continuous  eligible  lists,  the  examination  announcement  shall  specify  the 
duration  of  eligibility  with  the  minimum  period  of  eligibility  being  six  months 
and  the  maximum  being  12  months. 

412.2.3  Establishment  of  Duration  of  Eligible  Lists 

In  establishing  duration  of  an  eligible  list  or  duration  of  eligibility,  the  I 

Dii'cclor  of  Transportalion'Dcsi<’ncc  -shall  consider,  | 
among  other  factors,  the  size  of  the  applicant  pool,  the  number  of  positions  in  the 
class,  the  rate  of  turnover,  and  affirmative  action  goals. 

412.2.4  Expiration  of  Eligible  Lists  and  Eligibility 

If  the  expiration  date  of  an  eligible  list  or  eligibility  period  falls  on  a Saturday, 
Sunday  or  legal  holiday,  the  removal  of  all  names  shall  be  effective  at  the  close  of 
business  on  the  following  business  day. 

Sec.  412.3  Extension  of  Eligibility 

The  MTA  ■l-luiVuri  !,)irv:cl':,-'i'  'Dircctor  of  l^ransporlaiion/DcsiuiKv  -may  | 

extend  an  eligible  list  or  eligibility  period  for  up  to  one  additional  year.  Eligibles 
shall  be  notified  of  the  extension  and  any  change  in  the  expiration  of  their 
eligibility. 

Sec.  412.4  Cancellation  of  Elieibilitv 

The  MIA  ■U-jHT-T'irTT^Tr-vyiiV'-;  hiivcl":-  Dii'cctor  of  rransporlalicHr DcsiLiiicc  -may  | 
cancel  an  eligible  list  after  the  minimum  duration  of  six  months.  In  canceling  an 

eligible  list,  the  M l /V  Ikiruc--- f cv-HiPjcn !)i Dii'ocioi' M'  I 

Traii.sporiali()n  Dc.siuncc  -shall  consider,  among  other  factors,  the  number  of  | 
eligibles  remaining,  the  length  of  time  since  the  selection  procedures  were 
administered,  affirmative  action  goals,  and  labor  market  availability.  Eligibles 
and  the  recognized  employee  organization  representing  the  affected  class  shall  be 
notified. 
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Sec.  412.5 

412.5.1 

412.5.2 

412.5.3 

Sec.  412.6 


Sec,  412.7 

Sec.  412.8 


Merging  of  Eligible  Lists 

The  M r.A  ! luiiKiri  l-le-'Quivc-'i  Dii-oclor  Director  of  Transportalion/Dcsiencc  -may 
authorize  the  merging  of  an  earlier  list  in  a class  with  a later  eligible  list  in  the 
same  class. 

The  names  of  eligibles  from  the  earlier  eligible  list  shall  be  interpolated  with  the 
names  of  eligibles  on  the  later  eligible  list  by  score.  Eligibles  with  the  same  score 
shall  be  listed  in  alphabetical  order. 

The  duration  of  the  merged  eligible  list  shall  be  established  as  provided  elsewhere 
in  these  Rules  and  eligibles  from  the  earlier  eligible  list  shall  have  their  eligibility 
extended  accordingly. 

Priority  of  Eligible  Lists 

Except  as  otherwise  provided  in  these  Rules,  the  order  of  priority  of  discrete 
eligible  lists  regardless  of  adoption  dates  is  as  follows: 

1)  promotive  lists; 

2)  combined  promotive  and  entrance  lists;  and 

3)  entrance  lists. 

Within  each  category  earlier  discrete  eligible  lists  have  priority  over  later  discrete 
eligible  lists. 

Posting  Period  for  the  Tentative  Eligible  List 

Following  the  completion  of  an  examination,  a tentative  eligible  list  shall  be 
posted  for  public  inspection  for  a minimum  of  three  business  days. 

Documents  Included  in  Inspection  and  Maintenance  of  Anonymity'  of 

Examiners 


Inspection  during  the  posting  period  of  the  tentative  eligible  list  shall  include  the 
eligible's  application,  documents  supporting  qualifications  to  participate  in  the 
examination,  written  answer  sheet,  oral  rating  sheet,  and  other  papers  needed  to 
verify  accuracy  of  scores.  Neither  the  identity  of  the  examiner  giving  any  mark  or 
grade  in  an  examination  nor  the  questions  and  answers  shall  be  provided. 
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Sec.  412.9 

Anoeal  of  Tentative  Eligible  List 

The  exclusive  purpose  of  inspection  during  the  posting  period  of  the  tentative 
eligible  list  is  to  review  papers  supporting  a person's  standing  on  the  eligible  list. 
Appeals  during  this  period  shall  be  limited  to  the  qualifications  of  eligibles  and 
the  accuracy  of  scores.  Appeals  must  be  filed  in  the  office  of  the  \ 1 1 \ 

0 1' 1 lL::uan  Dircclor  of  Tmnsporlaiion  DcsiLirico  -during  the 

inspection  period  of  the  eligible  list.  The  M 1 .\  ! hiinan  lie,  aiaw.  1 r 

Dircclor  of  Transporlalion'Dcsicncc  -shall  rule  on  all  appeals  filed  during  this 
period.  The  decision  of  the  MIA  Ihaiu.a  I'ircca.  r Dircclui  ol 

Transnoiialion  'De.siuncc  -on  the  appeal  shall  be  final  and  shall  not  be  reconsidered 
by  the  Commission. 

Sec.  412.10 

Fee  for  Inspection  of  Examination  Papers 

During  the  inspection  period  of  the  eligible  list,  a fee  for  the  inspection  of  the 
papers  of  each  eligible  shall  be  charged.  The  amount  of  such  fee  shall  be 
established  by  the  Commission.  The  fee  shall  be  waived  for  eligibles  who  wish  to 
inspect  their  own  papers. 

Sec.  412.11 

Adoption  of  Eligible  List 

412.11.1  If  no  appeals  are  received  during  the  posting  period,  the  eligible  list  shall  be 
automatically  adopted.  Changes  in  an  eligible  list  because  of  clerical  or 
computational  errors  shall  not  change  the  date  of  adoption  of  the  eligible  list. 

412.11.2  The  MT.\  llLii-ria'P.  llcr'r-ui-j:''  Dij-color  Dircclor  ol~  Transporiaiion.  [.)c.siuuco  -may 


Sec.  412.12 

adopt  an  eligible  list  pending  the  resolution  of  any  appeal.  Eligibles  who  are 
reachable  for  certification  may  be  certified.  The  decision  of  the  MIA  ! 

Ro— •iivc:  Dirjcrc-  Dircclor  of  TransDorlalion''Dcsiciicc  -shall  be  final  and  shall 
not  be  reconsidered  by  the  Commission. 

Maintenance  of  Eligibility 

412.12.1  Except  as  otherwise  provided  in  these  Rules,  eligibles  who  fail  to  possess  or 
maintain  the  qualifications  required  by  law  and  by  the  terms  of  the  examination 
announcement  under  which  they  participated  shall  forfeit  their  eligibility. 
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Sec.  412.12  Maintenance  of  Eligibility  (coiit.) 

412.12.2  Except  for  persons  designated  as  "holdovers,"  promotive  eligibles  on  a combined 
promotive  and  entrance  eligible  list  who  are  separated  from  the  City  and  County 
Service  shall  have  all  promotive  credit  points  deleted  from  their  final  scores  in  the 
examination  and  their  ranks  on  the  eligible  list  shall  be  reduced  accordingly.  If 
re-employed  and  if  the  eligible  list  has  not  expired,  upon  written  request  and  with 

the  approval  of  the  M l A ! luiiiiiii — — f^uvei- ■!'  l)ii-ccioi I 

I i'aus|v)rUUiond)esi<mcc.  such  promotive  credit  points  and  the  previous  rank  shall  | 
be  restored. 

412.12.3  Except  for  persons  designated  as  "holdovers,"  eligibles  on  a promotive  only 
eligible  list  who  are  separated  from  the  City  and  County  service  shall  be  removed 
from  such  eligible  list.  If  re-employed  and  if  the  eligible  list  has  not  expired, 
upon  written  request  and  with  the  approval  of  the-M  l A -i-krr-.KTU  ■!■  ■, — rrr-r-e-  I 
i )iivcU'-i-  Dirccior  fi-an.spoiiation/Dcsicnce,  the  person  may  be  returned  to  the  | 
eligible  list  with  promotive  credit  points  and  previous  rank  restored. 

412.12.4  The  M I /\  4 hv-niT;.— j.'  Dirccior  Dirccior  of  franspoi'UUioiv'Dc.siciK-c  is  | 

authorized  to  remove  eligibles  from  an  eligible  list  in  accordance  with  the 
conditions  specified  above. 

Sec.  412.13  The  Use  of  Eligible  Lists 

Except  for  circumstances  beyond  the  control  of  the  MTA  l)c;'Lii-[iMCiU  >■:'  I I 

i-lcrW'Hirv",  the  initial  notice  of  certification  to  eligibles  shall  be  issued  within  30  | 
days  from  the  date  of  adoption  of  an  eligible  list. 
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Applicability: 

Sec.  412.14 

Sec.  412.15 


Sec.  412.16 

412.16.1 

412.16.2 


Rule  412 
Eligible  Lists 

Article  II:  Eligible  Lists 

The  pi'o\  i.^ioiii>  ul  Article  II.  I’ulc  4 1 2.  ^^hall  appK  oal'v  to  employees  in  M I' A Scr\  ic.-  ( 'ritical 

classes  represenred  b\  the  Traii>poit  V\  orkers  Union,  l.ocals  200  aiiJ  250, \. 


Establishment  of  Eligible  Lists 

Qualified  participants  successfully  passing  all  phases  of  the  examination  shall 
be  ranked  on  an  "Eligible  List"  in  the  order  of  their  total  score. 

Priority  of  Eligible  Lists 

The  order  of  priority  of  eligible  lists  regardless  of  adoption  dates  is  as  follows; 

1)  Promotive  lists 

2)  Combined  promotive  and  entrance  lists 

3)  Entrance  lists 

Within  each  category,  earlier  lists  have  priority  over  later  lists. 

Maintenance  of  Eligibility 

Except  as  otherwise  provided  in  these  Rules,  eligibles  who  fail  to  possess  and 
maintain  the  qualifications  required  by  law  and  by  the  terms  of  the  examination 
announcement  under  which  they  participated  will  forfeit  their  eligibility. 

Except  for  persons  designated  as  "holdovers,"  promotive  eligibles  on  a 
combined  promotive  and  entrance  eligible  list  who  are  separated  from  the  City 
and  County  service  shall  have  all  promotive  credit  points  deleted  from  their 
final  scores  in  the  examination  and  their  ranks  on  the  eligible  list  shall  be 
reduced  accordingly.  If  re-employed  and  if  the  eligible  list  has  not  expired, 
upon  written  request  and  with  the  approval  of  the  M'l  A ■! 

Director  of  rransportaiion  PcsiLincc.  such  promotive  credit  points  and 
the  previous  rank  shall  be  restored. 
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Maintenance  of  Eligibilify'  (cont.) 


412.16.3  Except  for  persons  designated  as  "holdovers,"  eligibles  on  a promotive  only  list 
who  are  separated  from  the  City  and  County  service  shall  be  removed  from 
such  list.  If  re-employed  and  if  the  eligible  list  has  not  expired,  upon  written 
request  and  with  the  approval  of  the  MTA  I l::nuin  llc-o.-UrCC;:  ! ^rc  Ji  r l)i  recto r 
of  I ransporlalion  Dcsiuncc.  the  person  may  be  returned  to  the  eligible  lists 
with  promotive  credit  points  and  previous  rank  restored. 

Sec.  412.17  Official  Adoption  Date 


412.17.1  A tentative  eligible  list  shall  be  posted.  Any  protests  must  be  filed  in  the  office 

of  the  M l A Acpurtiiicnt ! hinoiit Ivcrocrcc:' Diivcior ol' 

Transportation  Dcsiuncc  -during  the  posting  period.  After  the  posting  period  and 
in  the  absence  of  protests  on  ratings,  tentative  eligible  lists  shall  automatically 
become  official  as  posted. 


412.17.2  If  protests  are  received  during  the  posting  period,  the  investigation  and  action 
of  the  MIA  llnrr.ai!  IT,.'',  ■la'cc;'  i ■iivcira- -Director  of  rransportati(m  Dcsicncc  | 
shall  be  expedited  so  that  final  adoption  of  the  eligible  list  is  not  delayed 
beyond  60  days  after  the  date  of  posting. 

412.17.3  Eligibles  who,  as  a result  of  their  ranking,  would  receive  a notice  of 
appointment  regardless  of  the  outcome  of  the  protest(s),  may  be  offered 
employment  from  adopted  lists  pending  the  resolution  of  any  protest(s)  and 
amendment  to  the  adopted  eligible  list. 

412.17.4  Changes  in  an  eligible  list  because  of  clerical  errors  or  re-ratings  shall  not 
change  the  date  of  adoption  of  the  eligible  list. 


Sec.  412.18  Duration  of  Eligibles 


412.18.1  As  provided  in  these  Rules,  examination  announcements  shall  state  the 
duration  of  the  eligible  list.  If  the  expiration  date  falls  on  a Saturday,  Sunday 
or  legal  holiday,  the  removal  of  all  names  shall  be  effective  at  the  close  of 
business  on  the  following  business  day. 

412.18.2  Prior  to  abolishing  any  list,  pursuant  to  the  provisions  of  this  Rule,  one  month 
notice  shall  be  given  to  remaining  eligibles  and  the  recognized  employee 
organization  representing  the  class  affected  and  eligibles  so  notified  shall  be 
given  a final  opportunity  to  accept  appointment  to  positions  available. 
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Sec.  412.19  Use  of  Eligible  Lists 

The  initial  notice  of  certification  to  eligibles  shall  be  issued  within  30  days 
from  the  date  of  adoption  of  the  eligible  list. 
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(Date  Issued) 


City  and  County 


Applicability: 


Sec.  412.20 


Sec.  412.21 


Sec.  412.22 


Sec.  412.23 


of  San  I-rancisco  Civil  Service  Commission 

Draft  2000 

Rule  412 
Eligible  Lists 

Article  III:  Protest  of  Tentative  Eligible  List 


J he  |Mo\  isions  of  Article'  111,  RuL'  112,  shall  appK  only  to  emplox  ccs  in  MIA  Service-Critical 

^ l.is  -es  ix'prc^ciitecl  In  ihe  I i.iiiMii^rt  Workers  Lhiiuii.  Locals  200  and  2o(j  \. 


Posting  of  Tentative  Eligible  List 

Following  the  completion  of  any  examination,  a tentative  eligible  list  shall  be 
posted  for  the  inspection  of  the  public  and  of  participants. 

Duration  of  Posting  Period 

The  posting  period  shall  be  for  a minimum  of: 

1)  three  working  days  for  entrance  examinations;  or 

2)  five  working  days  for  promotional  or  combined  entrance  and  promotional 
examinations. 

Fee  for  Inspection  of  Examination  Papers 

During  this  period,  a fee  for  the  inspection  of  the  papers  of  each  eligible  shall 
be  charged  by  the  MI'A  ! Ui^T>;T-i — S4^- — L'i'ccr — Director  of 
Transportation/Dcsieiicc.  The  amount  of  such  fee  shall  be  established  by 
ordinance  of  the  Board  of  Supervisors.  The  fee  shall  be  waived  for  eligibles 
who  wish  to  inspect  their  own  papers. 

Documents  Included  in  Inspection  and  Maintenance  of  Anonymity  of 

Examiners 


Inspection  of  papers  shall  include  all  documents  supporting  the  eligible's  rank 
and  score,  except  neither  the  identity  of  the  examiner  giving  any  mark  or  grade 
in  an  oral  examination  nor  the  questions  and  answers  on  any  continuous  or 
standardized  entrance  or  concurrent  entrance  and  promotive  written  test,  shall 
be  provided. 
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Sec.  412.24 


Sec.  412.25 


Sec.  412.26 


Sec.  412.27 


Inspection  Restricted  to  Examination  Participants 

Only  participants  in  the  examination  may  review  the  questions  used  in  the 
examination. 

Automatic  Adoption  of  Tentative  List 

If  no  protests  are  received  during  the  posting  period  the  eligible  list  is 
automatically  adopted. 

Disposition  of  Protests 

If  protests  are  received  during  the  posting  period,  the  investigation  and  action 
of  the  MT.\  lie,  vt-rco:'  i )ii'oo-Oi- 'Director  of  Transporuiiion 

shall  be  expedited  so  that  final  adoption  of  the  eligible  list  is  not  delayed 
beyond  60  days  after  the  date  of  posting. 

Effect  on  Eligibles  Pending  Resolution  of  Protest 

Eligibles  who,  as  a result  of  their  ranking,  would  receive  a notice  of 
appointment  regardless  of  the  outcome  of  the  protest(s)  may  be  offered 
employment  from  adopted  lists  pending  the  resolution  of  any  protest(s)  and 
amendment  to  the  adopted  eligible  list. 
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Applicability: 


Sec.  412.28 


Sec.  412.29 


Rule  412 
Eligible  Lists 

Article  IV:  Duration  of  Eligible  Lists 

I ho  pan  i.sioiis  of/Vnicle  IV.  Rule  412.  shall  appK  onl\  to  emplovces  in  M I \ Ser\  ice-Critical 

cl.iNs^'s  I cpi bv  the  I ransport  VVorkei's  Union.  I.ocals  200  iiiuJ  \- 


Tenure  of  Eligible  Lists 

The  M \'A  ■}  1 ytmai r-!4^--:iv»uv€o.-:-  Diivcicr  Director  of  I ransporlation  Dcsicncc  | 
may  remove  all  names  from  the  eligible  lists  after  they  have  remained  thereon 
for  more  than  two  years  and  all  names  thereon  shall  be  removed  at  the 
expiration  of  four  years. 

Provision  for  Automatic  Expiration  of  Eligible  Lists 

The  M I'A  !!-inu-n  ■iiivo-'  Ciivcb-r -Director  of  1 ransportaiion'l^osiMncc  | 

may  provide  in  the  examination  announcement  that  the  eligible  lists  secured 
thereby  shall  automatically  expire  at  a date  not  less  than  two  or  more  than  four 
years  after  the  adoption  of  such  list. 


CSC  Rules  - Volume  IV  - MTA  Service-Critical 

412.12 


(Date  Issued) 


City  and  County  of  San  Francisco 


Draft  2000 


Civil  Service  Commission 


Rule  412 
Eligible  Lists 

Article  V:  Holdover  Rosters  and  Return  to  Duty 

Applicability:  riie  pro\'ision-' .'f  \rticlc  \'.  Rule -I  I slu'.!l  appU  to  einpKn-ec'- in  Ml  \ ■ .•  ' i: 

classes 

Sec.  412.30  Holdover  Status  and  Return  to  Duty 

412.30.1  Holdover  Roster  - General  Requirements 

1)  Subject  to  the  provisions  of  this  Rule,  permanent  or  probationary  civil 
service  appointees  who  are  laid  off  or  placed  on  an  involuntary  leave  of 
absence  shall  be  designated  as  holdovers. 

2)  The  names  of  holdovers  shall  be  ranked  on  a holdover  roster  for  the  class 
or  classes  from  which  layoff  occurs  and  in  the  order  of  total  seniority  in  the 
class  in  the  City  and  County  service.  Seniority  prior  to  resignation  or 
termination  shall  not  be  used  in  determining  holdover  rights  in  a class. 

3)  Holdovers  shall  be  returned  to  duty  in  rank  order  from  holdover  rosters. 

4)  Holdovers  shall,  for  a period  of  five  years  from  the  date  of  layoff,  have 

preference  for  appointment  over  eligibles  on  civil  service  lists,  or  employees 
requesting  transfer,  reinstatement,  or  reappointment.  The  MIA  : ■■■■■■-- 
il;  Dircclor  of  Transportaiioii  Hesiunoe,  upon  review  of  all 

the  circumstances,  may  extend  the  holdover  status  for  such  specified  period  of 
time  as  he/she  may  deem  proper. 

5)  Holdover  rosters  shall  be  canvassed  in  the  following  order:  first, 
permanent  holdover  rosters;  then,  temporary  holdover  rosters. 

6)  Permanent  holdovers  shall  be  returned  to  duty  in  temporary  positions 
before  temporary  holdovers.  Permanent  holdovers  shall  displace  any 
temporary  or  part-time  exempt  appointee  in  the  same  class  in  any  City  and 
County  department.  Permanent  holdovers  returned  to  duty  in  temporary 
positions  shall  retain  their  status  on  the  permanent  holdover  roster.  In  the 
event  of  a displacement,  the  least  senior  temporary  or  part-time  exempt 
appointee  in  the  City  and  County  service  shall  be  laid  off  first. 

7)  Permanent  holdovers  in  classes  with  citywide  seniority  for  layoff  purposes 
shall  be  entitled  to  displace  only  the  least  senior  permanent  employee  in  that 
class  in  City  service.  Holdovers  who  waive  such  appointment  shall  remain  on 
the  holdover  list  for  subsequent  permanent  appointment  to  vacant  positions, 
but  may  accept  a temporary  position  in  the  class,  if  available. 
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Sec.  412.30  Holdover  Status  and  Return  to  Duty  (cont.) 

412.30.1  Holdover  Roster  - General  Requirements  (cont.) 

8)  Exceptions  to  Return  to  Duty  in  Rank  Order 

If  two  or  more  approved  requisitions  are  on  file,  the  M I A I 
If  reel- -j- -Pi  rccloi  (W  1 ransportation  Dosi'-ince  -may  permit  holdovers  in  line 
for  appointment,  and  in  accordance  with  their  standing  on  the  roster,  to  select 
IVom  the  available  requisitions  the  positions  to  which  they  desire  appointment. 
In  cases  where  holdovers  on  rosters  who  would  be  reached  for  appointment  on 

requisitions,  the  MIA  SM-  Piivcl- ■!' — Director  of 

rransporuiiion.  PcsiLLitcc  -may  consult  with  appointing  officers  and  employees 
involved,  and  if  it  is  in  the  best  interest  of  the  service,  may  offer  out  said 
positions  to  holdovers  so  as  to  make  it  possible  for  them  to  return  to  duty  in 
the  department  from  which  laid  off 

9)  Holdovers  who  are  notified  that  they  are  being  returned  to  duty  are 

required  to  respond  to  44^X1  lA  Pepai-ii  iieai  M'lfiic.iii  !'e  . — within  five 

business  days  of  the  date  of  notification.  The  MIA  ■P-.ir'C::,  !■*.. — 

r PirccitM-  of  I ransporuiiion 'l)c>iencc  -may  extend  the  time  response 
period  beyond  five  business  days.  Failure  of  a holdover  to  respond  within  the 
time  limits  shall  be  considered  a refusal  of  the  offer  and  shall  be  subject  to  the 
penalty,  if  any,  provided  in  this  Rule. 

10)  Except  as  otherwise  provided  in  these  Rules,  holdovers  who  fail  to 
possess  and  maintain  the  qualifications  required  by  law  and  by  the  terms  of 
the  examination  announcement  under  which  they  participated  shall  forfeit 
their  eligibility. 

11)  In  all  cases  of  change  of  address,  44rr-M  I A I A,\e-e e; — ''  ' ’ .eee: 
^ must  be  notified  in  writing  separately  for  each  class  involved. 
Notice  of  change  of  address  to  the  post  office  and/or  the  employee's  current 
department  only  shall  not  be  a reasonable  excuse  for  special  consideration  in 
case  of  failure  to  respond  to  notice  of  return  to  duty  within  time  limits. 

12)  Except  as  otherwise  directed  by  the  Ml  \ ■!  -y — 

Dirccior  ^>1'  rranspoii;iti(>ii/DcsiAiKv.  holdovers  being  returned  to  duty  shall 
not  be  required  to  pass  a new  medical  examination. 

13)  A properly  completed  copy  of  the  designated  report  of  layoff  or 
involuntary  leave  of  absence  form  shall  be  forwarded  to  the  \ IJAT-H — ■ 

' I 'A-  'i.C'.  Diivcloi'or  1 ransporiaiion  I )csiL:nco -as  soon  as  possible 

(in  advance  of  the  action  if  possible)  so  that  a^t^M  I \ -!-Mp:v — ''  ' ' 

4-4; — H-er — may  record  the  action  and  place  the  employee's  name  on  a holdover 
roster  for  immediate  consideration  for  return  to  duty. 
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Sec.  412.30  Holdover  Status  and  Return  to  Duty  (cont.) 

412.30.1  Holdover  Roster  - General  Requirements  (cont.) 

14)  Late  reports  of  layoff  shall  not  interfere  with  nor  affect  the  rights  of 
holdovers  to  whom  notices  of  return  to  duty  have  already  been  mailed  and 
who  have  been  or  may  be  returned  to  duty  in  response  to  such  notices  except 
as  follows;  A holdover  with  more  than  five  years  of  seniority  in  a class  shall 
displace  any  appointee  or  any  holdover  who  has  been  returned  to  duty  who 
has  less  than  five  years  of  seniority  in  the  same  class. 

15)  If  there  is  no  holdover  roster  for  a class  or  if  the  holdover  roster  is 

exhausted,  the  VI  I A 1 V'-'nircj.' !)::vc:  t Diivcici 

Trausportatioiv'Dcsiuiicc  -may  authorize  that  a holdover  be  returned  to  duty 
from  another  holdover  roster  deemed  suitable  to  temporarily  provide  the 
required  service.  If  no  other  roster  is  available,  the  position  shall  be  offered  to 
eligibles  on  regular  civil  service  eligible  lists  or  to  individuals  requesting 
transfer,  reinstatement  or  reappointment. 

16)  Holdovers  returned  to  duty  shall  be  reinstated  with  accrued 
compensatory  time,  if  any,  and  with  their  original  anniversary  date  for  the 
purposes  of  computing  sick  leave  and  vacation  benefits. 

412.30.2  Holdover  - Temporary  Appointees 

1)  Appointees  certified  from  an  eligible  list  who  have  satisfactorily  served 
under  temporary  appointment  shall  upon  expiration  of  the  list  be  designated  a 
"temporary  holdover." 

2)  Resignation  from  temporary  appointment  from  a holdover  roster  or  refusal 
of  temporary  appointment  from  a holdover  roster  cancels  all  temporary 
holdover  rights  in  that  class. 


412.30.3  Holdover  - Permanent  and  Probationary  Appointees 


1)  A permanent  or  probationary  appointee  to  a promotional  or  entrance 
position  who  is  laid  off  shall  be  designated  a "permanent  holdover"  and  shall 
be  returned  to  duty  in  a position  in  the  class  from  which  laid  off  from  a 
holdover  roster  as  provided  in  this  Rule. 


2)  A permanent  holdover  returned  to  duty  on  a permanent  basis  in  a 
department  other  than  the  one  from  which  laid  off  shall  serve  a new 
probationary  period. 
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Sec.  412.30  Holdover  Status  and  Return  to  Duty  (cont.) 

412.30.3  Holdover  - Permanent  and  Probationary  Appointees  (cont.) 

3)  Return  to  duty  of  a permanent  holdover  to  a position  in  the  class  from 
which  laid  off  shall  be  subject  to  the  following  conditions: 

4)  Return  to  Duty  - Department  From  Which  Laid  Off 

Permanent  Vacancy  - A permanent  holdover  who  refuses  an  offer  to  return  to 
duty  on  a permanent  basis  in  the  department  from  which  laid  off  shall  forfeit 
all  holdover  rights  in  that  class,  and  shall  be  removed  from  all  rosters  for  that 
class.  Such  refusal  of  return  to  duty  shall  be  deemed  a resignation. 

Temporary  Vacancy  - Permanent  holdovers  may  refuse  an  offer  to  return  to 
duty  on  a temporary  basis  in  the  department  from  which  laid  off  without 
affecting  future  offers  to  be  returned  to  duty.  Waiver  of  temporary 
appointment  shall  not  be  removed  without  the  permission  of  the  MIA  F i 
1 )ircclor  of  rrnnsporlatic^n'DcsiLincc. 

5)  Return  to  Duty  - Department  Other  Than  the  One  From  Which  Laid 
Off 

Permanent  holdovers  may  refuse  an  offer  to  return  to  duty  on  a permanent  or 
temporary  basis  in  a department  other  than  the  department  from  which  laid  off 
without  affecting  future  offers  to  be  returned  to  duty.  Such  departmental 
waivers  shall  not  be  withdrawn  without  the  approval  of  the  M IA 

A:.  ',  Dirccioi'  of  1 ransporUilioii.'Dc.siLincc. 

6)  A permanent  holdover  who  was  laid  off  during  the  probationary  period 
and  who  is  returned  to  duty  in  the  department  from  which  laid  off  shall 
complete  the  remaining  period  of  probationary  service. 

7)  Transferees  who  are  laid  off  during  the  probationary  period  shall  be  ranked 
on  the  permanent  holdover  roster  for  the  class  in  accordance  with  their 
seniority  in  the  class  in  the  City  and  County  service. 

8)  Permanent  holdovers  who  resign  or  are  released  during  the  probationary 
period  may  be  returned  to  the  holdover  roster  from  which  appointed  subject  to 
the  provisions  of  these  Rules.  Such  holdovers  shall  not  displace  any  current 
permanent  or  probationary  employees,  but  shall  remain  on  the  list  for 
subsequent  permanent  appointment  to  vacant  positions  and  may  accept  a 
temporary  position  in  the  class,  if  available. 
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Rule  413 

Certification  of  Eligibles 


Article  I:  Personnel  Requisitions 

Applicability:  The  provisions  of  Article  i.  Rule  413,  shall  apply  to  employees  in  all  MTA  Service-Critical 

classes.  Unless  othefv^ise  noted,  the  provisions  of  Article  I,  Rule  13.  apply  to 
employees  in  all  classes.  Unless  otherwise  noted,  the  provisions  of-Aftiole-l,  Rule  13, 
apply  to  employees  in  all  classes.' 

Article  II:  Certification  Rules  for  Employees  Covered  by  Article  II 


Applicability: 


Unless  otherwise  noted,  the  provisions  of  Article  11.  Rule  413.  shall  applv  to  employees  in  MTA 

Service-Critical  classes  represented  by  Service  Employee  International  Union  (SEIU)  - Locals 

250.  535  and  790:  Transport  Workers  Union  (TWU)  - Locals  200  and  250A:  Local  21  - 

International  Federation  of  Professional  and  Technical  Engineers,  except  For  employees  in 

classes  belonging  to  the  San  Francisco  Association  of  Personnel  Professionals  (SFAPP)  - Local 

21  who  are  covered  bv  Article  III.  URiess-othewise  noted,  the  provisions  of  Article  II, 
Rule  13-, -apply  to  employees  in  classes-Fepf-eseRted  by  Service  Employee  International 

Union  (SE1U-) — Locals  250,  535  and  7&0i-TfaBspQft-Workers  Union  (TWU) — Locals  200 

and  250A:  Looal-24 — International  Federation-of  Professional-end  Technical  Engineers, 


Personnel  Professionals  (SFAPP) — Local who  are- covered -by  Article  ttl:  and  -to 

members  of  the  uniformed  ranks  of  the  S.F.-Police  and  Fire  Departments  represented 

by  the  S.R:  Potioe-Qfficers'  Association,  Local  911,  and  Firefighters,  Local  798. 


Article  III:  Certification  Rules  for  Employees  Covered  by  Article  III 

Applicability:  The  provisions  of  Article  III.  Rule  413.  shall  applv  to  all  unrepresented  MTA  Service-Critical 

classes  and  to  MTA  Service-Critical  classes  represented  bv  all  employee  organizations  except 

Service  Employee  International  Union  (SEIU)  - Locals  250.  535  and  790:  Transport  Workers 

Union  (TWU)  - Locals  200  and  250A:  Local  21  - International  Federation  of  Professional  and 

Technical  Engineers:  provided,  however,  that  employees  in  MTA  Service  Critical  classes 

belonging  to  the  San  Francisco  Association  of  Personnel  Professionals  (SFAPP)  - Local  21.  are 

covered  bv  the  provisions  of  Article  III.  Article  VI  of  this  Rule  contains  a list  of  classes  for 

which  the  Rule  of  Three  Scores  shall  be  used  exclusively.  T-he-pfGvisiORS-of-Article  III  apply 
to- all  URFepresented  classes  and  to  classes ' represented  by  all  employee  organizations 

except  Service  Employee  International  Union  (SEIU) Locals-250,-53& -and  790; 

TranspcHl-Workers -Union  (TWU) Locats-200  and  250A;  Local  21 International 

Federation  of  Professional  and  Technical  Engineers;  and-to-rrtembers  of  the  uniformed 

ranks  of-the  S.F.  Police  and  Fire  Departments  represented  by  the  S.F.  Police  Officers' 

Association,  Local  911,  and  Firefighters,  Local  798;  provided/ however,  that  employees 

in  classes- belonging  to  the  San  Francisco  Association -of  Personnel -Professionals 

(SFAPP) — Local  21,  are  covered  by  the  provisions  of  Article  III.  Article  VI  of  this  Rule 

contains  a -list  of  classes  for  which  the  Rute  of -Three  Scores  shall  be  used  exclusively.- 
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Article  IV:  Selective  Certification  of  Certified  Temporary  Employees 


Applicability: 


The  provisions  of  Article  IV,  Rule  413,  shall  apply  to  employees  in  all  MTA  Service-Critical 

classes.  Unless  otherwise  noted,  the  provisions  of  Article  IV,  Rule  13,  apply  to 


Article  V:  Administration  of  Certifications 


Applicability:  The  provisions  of  Article  V,  Rule  413,  shall  apply  to  employees  in  all  MTA  Service-Critical 

classes.  Unless  othewise  noted,  the  provision&-€)l-ArtiGte  VT-Rule-43,  apply  to 
employees  in  all  classes. 


Article  VI:  Classes  for  Which  the  Rule  of  Three  Scores  is  Used  Exclusively 


Applicability- 


Article  VI,  Rule  413,  shall  applies  only  to  employees  in  the  MTA  Seryice-Critical  classes 
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Applicability: 

Sec.  413.1 

413.1.1 

413.1.2 

413.1.3 

413.1.4 

413.1.5 


Rule  413 

Certification  of  Eligibles 

Article  I:  Personnel  Requisitions 

The  provisions  of  Article  I,  Rule  413,  shall  apply  to  employees  in  all  MTA  Service-Critical 

classes. 

Personnel  Requisitions 

Requirement  for  Personnel  Requisitions 

Whenever  a position  is  to  be  filled,  the  appointing  officer  MTA  Director  of 
Transportation/Designee  shall  issue  a personnel  requisition  on  the  prescribed 
form.  Fully  approved  personnel  requisitions  shall  immediately  be  time  stamped 
in  the  order  of  receipt  in  Office  of  the  MTA  Department  of  Human  R.esources 
Director  of  Transportation/Designee. 

Separate  or  Group  Personnel  Requisitions 

A separate  personnel  requisition  shall  be  made  for  each  permanent  position  to 
be  filled.  Group  personnel  requisitions  may  only  be  made  for  temporary 
positions. 

Cancellation  of  Personnel  Requisitions 

Upon  - written  request  by  the — appointing— officer  - indicating — good — cause^ 

eCancellation  of  a personnel  requisition  may  be  allowed  by  the  MTA  Human 
Resources-Director  Director  of  Transportation/Designee. 

Priority  of  Personnel  Requisitions 

Except  as  otherwise  provided  in  these  Rules,  certification  shall  be  made  in 
accordance  with  priority  of  approval  of  the  personnel  requisition  in  the  Office  of 
the  MTA  Department  of  Human -Resources  Director  of  Transportation/Designee 
or  the  date  to  report  to  duty,  whichever  is  later. 

Tenure  of  Temporary  Appointments 

1)  Temporary  employments  may  be  requisitioned  for  a period  not  to  exceed 
12  months. 

2)  Original  personnel  requisitions  for  less  than  12  months  may  be  extended 
from  the  date  of  appointment  but  may  not  exceed  the  maximum  allowable 
personnel  requisition  time.  Upon  completion  of  the  allowable  maximum  time, 
the  temporary  appointment(s)  may  be  extended  when  funds  are  available  and 
when  the  employee  continues  to  have  standing  on  an  eligible  list  for  that  class. 

(Date  Issued) 


CSC  Rules  - Volume  IV  - MTA  Service-Critical 

413.3 


City  and  County  of  San  Francisco 

Draft  2000 


Civil  Service  Commission 


Sec.  413.1  Personnel  Requisitions  (cont.) 


413.1.5  Tenure  of  Temporary  Appointments  (cont.) 

3)  Beginning  on  the  effective  date  of  this  Rule,  the  MTA  Department  of 
Human  Resources  shall  keep  records  of  the  number  of  temporary  employments 
extended  as  provided  in  this  Rule.  On  July  30,  1977,  and  each  July  30 
thereafter,  a list  of  extended  temporary  employments  for  the  past  fiscal  year 
shall  be  made  available  for  public  inspection. 

413.1.6  Flexible  Staffing  Personnel  Requisitions 

A personnel  requisition  for  a permanent  vacancy  filled  by  an  appointee  in 
accordance  with  the  flexible  staffing  authority  of  the  Salary  Ordinance  shall  also 
be  valid  for  subsequent  certification  for  appointment  of  the  same  eligible,  when 
qualified,  to  the  class  designated  on  the  personnel  requisition. 
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Rule  413 

Certification  of  Eligibles 

Article  II:  Certification  Rules  for  Employees  Covered  by  Article  H 

Applicability:  Unless  otherwise  noted,  the  provisions  of  Article  11,  Rule  413,  apply  to  employees  in  MTA 

Service-Critical  classes  represented  by  Service  Employee  International  Union  (SEIU)  - Locals 

250.  535  and  790:  Transport  Workers  Union  (TWU)  - Locals  200  and  250A:  Local  21  - 

International  Federation  of  Professional  and  Technical  Engineers,  except  for  employees  in  classes 

belonging  to  the  San  Francisco  Association  of  Personnel  Professionals  (SFAPP)  - Local  21  who 

are  covered  by  Article  III. 

Sec.  413.2  Certification  of  Eligibles  - Employees  Covered  by  Article  II 
413.2.-1 Rule  of  One 

14 — The  name  -of-the-highest-available  eligible  shall  be  certified  to  the 

appointing  officer  for  each  position  to-be  filled  from-eUglble-hsts-from  which 

these  Pailes  or  other  law  requires  Rule  of  One  certificationsT 

24 If  two  or  more  approved  personnel  requisitions -are-en^tle^the  MTA 

Human  R^oiirces  Director  may  permit  eligibles  in-line  for-appointment  and  in 

accordance  with  their  standing  on  the  list  to  select  from-among- the  available 

personnel  requisitions  the  positions  to  which  they  desire  appointment 

34 — In  cases  where  eligibles-on  lists  who  would  be  reached  for  appointment  on 

personnel-requisitions  are  at  that  time  employed  in  the  Gity-and-Gounty  Service. 

the  MTA- Human-Reseupces -Director- may  consult  with  appointing  officers -and 

employees  involved;  and  if  it  is  in  the  best' interests  of-the  service,  may  offer  out 

said  positions  as -to-miake  it  possible  for  the  continued  employment  of  such 

eligibles  in  their  current  departments. 

413.2.2  1 Rule  of  Three  Scores 

1)  Except  as  provided  above,  tThe  MTA  Department-  of  Human  R.esources 
Director  of  Transportation/Designee  -shall  certify  to  the  appointing  officer  the 
names  of  eligibles  with  the  three  highest  scores  on  the  list  of  eligibles  for  the 
position  who  are  available  for  appointment. 
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Sec.  413.2  Certification  of  Eligiblcs  - Employees  Covered  by  Article  II  (cont.) 

413.2.2  1 Rule  of  riirce  Scores  (cont.)  | 

2)  Except  as  otherwise  provided,  when  there  are  two  or  more  approved 
personnel  requisitions  on  file  for  the  same  class,  the  number  of  scores  certified 
shall  be  equal  to  the  number  of  positions  to  be  filled  plus  two  scores.  An 
eligible  list  adopted  under  the  Rule  of  Three  Scores  shall  in  all  cases  be 
exhausted  when  eligibles  standing  at  less  than  three  scores  are  available.  Use 
of  the  eligible  list  when  there  is  less  than  the  minimum  certification  available 
shall  be  at  the  discretion  of  the  appointing  officer. 

3)  If  all  eligibles  at  a score  waive  appointment  or  fail  to  respond  within  the 
time  limits  provided  in  these  Rules,  the  appointing  officer  may  request 
supplementary  certification(s)  from  the  next  highest  score(s). 

413.2.2  2 Expansion  of  Certification  Rules  | 

4^ This  section-shalkiet  apply  to  classesHH  the  uniformed  ranks  of  the  Police  I 

and  Fire  Departments;  and  classes  represented-by-T-WU — Locals  200  and  250A.  | 

Section  413.2.2  shall  not  apply  to  MTA  service-critical  classes  represented  bv  I 

TWA  Locals  200  and  250A.  | 

21)  Notwithstanding  any  other  provisions  of  these  Rules,  the  MTA  Human  I 
Resources -Director-Director  of  Transportation/Designee  -is  authorized  to  meet  | 
and  confer  with  representatives  of  employee  organizations  to  reach  mutual 
agreement  over  the  certification  rule  applicable  to  each  of  the  classes  covered  by 
this  Article.  If  the  parties  fail  to  reach  mutual  agreement,  the  Rule  of  Three 
Scores  shall  be  used. 

22)  The  agreed-upon  certification  rule  shall  be  promulgated  as  a term  of  the  | 
examination  announcement  and  the  agreed-upon  certification  rule  shall  not  be 
appealable  to  the  Civil  Service  Commission. 

43)  When  a certification  rule  other  than  the  Rule  of  Three  Scores  is  agreed-  | 
upon,  the  certification  process  shall  be  administered  as  prescribed  in  Article  III. 

24)  This  section  shall  automatically  expire  on  June  30,  1997  unless  extended  | 
by  the  Civil  Service  Commission  before  July  31,  1997  for  a maximum 
additional  period  of  up  to  six  months.  At  the  time  of  Commission  review,  all 
employee  organizations  affected  by  this  section  shall  have  the  option  to  extend 
or  terminate  their  agreement  to  be  covered  by  this  section. 
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413.2.  2 Expansion  of  Certification  Rules  (cont.) 

Section  413.2.2  shall  not  apply  to  MTA  service-critical  classes  represented  bv  I 

TWA  Locals  200  and  250A.  | 

65)  On  July  7,  1997  the  Civil  Service  Commission  extended  this  section  for  an  | 
additional  six  months,  through  December  31,  1997. 

76)  On  February  2,  1998  the  Civil  Service  Commission  extended  this  section  | 
for  an  additional  six  months,  through  June  30,  1998. 

87)  On  August  3,  1998  the  Civil  Service  Commission  extended  this  section  for  | 
an  additional  six  months,  through  December  31,  1998. 

98)  On  December  7,  1998  the  Civil  Service  Commission  extended  this  section  | 
for  an  additional  six  months,  through  June  30,  1999. 

469)  On  August  2,  1999  the  Civil  Service  Commission  extended  this  section  for 
an  additional  six  months,  through  December  31,  1999. 

44-10)  )n  January  5,  2000  the  Civil  Service  Commission  extended  this  section 
for  an  additional  six  months,  through  June  30,  2000 
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Rule  413 

Certification  of  Eligibles 

Article  111:  Certification  Rules  for  Employees  Covered  by 
Article  III 

Applicability;  The  provisions  of  Article  111,  Rule  413,  shall  apply  to  all  unrepresented  MTA  Service- 

Critical  classes  and  to  MTA  Service-Critical  classes  represented  by  all  employee 

organizations  except  Service  Employee  International  Union  (SEIU)  - Locals  250.  535  and 

790;  Transport  Workers  Union  (TWU)  - Locals  200  and  250A:  Local  21  - International 

Federation  of  Professional  and  Technical  Engineers:  provided,  however,  that  employees  in 

MTA  Service  Critical  classes  belonging  to  the  San  Francisco  Association  of  Personnel 

Professionals  (SFAPP)  - Local  21,  are  covered  by  the  provisions  of  Article  III.  Article  VI 

of  this  Rule  contains  a list  of  classes  for  which  the  Rule  of  Three  Scores  shall  be  used 

exclusively. 

Sec.  413.3  Certification  of  Eligibles  - Employees  Covered  by  Article  III 

413.3.1  Civil  Service  Commission  Equal  Employment  Opportunity  and  Affirmative 
Action  PolicV' Goals  Related  to  the  Certification  of  Eligibles  and  Selection  of 
Employees. 

1)  The  Civil  Service  Commission  endorses  and  supports  the  broadening  of 
the  Rules  governing  the  certification  of  eligibles  from  civil  service  eligible  lists 
and  considers  this  broadening  as  an  increase  in  opportunities  for  appointing 
officers  to  select  employees  who  are  best  suited  to  perform  the  duties  of  specific 
positions  and  to  provide  greater  opportunities  to  maximize  multicultural 
diversity  of  the  work  force  in  the  City  and  County  of  San  Francisco. 

2)  Selection  of  employees  from  eligible  lists  shall  be  based  on  merit  and 
fitness  without  regard  to  relationship,  race,  religion,  sex,  national  origin, 
ethnicity,  age,  disability,  gender  identity,  political  affiliation,  sexual  orientation, 
ancestry,  marital  status,  color,  medical  condition  or  other  non-merit  factors  or 
otherwise  prohibited  nepotism  or  favoritism,  and  with  due  consideration  of 
Equal  Employment  Opportunities  affirmative  action-  goals.  The  MTA  Director 
of  Transportation/Designee-Appointing-o-fficers  and  their-designees-  shall  be 
responsible  for  establishing  non-discriminatory  selection  procedures  which  may 
include  scheduling  each  interested  eligible  for  interview,  conducting  interviews 
by  a diverse  panel,  asking  job-related  questions,  maintaining  documentation  of 
selection  criteria,  and  reviewing  the  proposed  selection  with  the  department's 
affirmative  action  officer  or  with  the  Department  of  Human  Resources -MT AT 

Equal  Employment  Opportunities/Affirmative  Action  Division. 
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Sec.  413.3  Certification  of  Eligibles  - Employees  Covered  by  Article  III  (cont.) 


3)  The  MTA  Human  Resources -Dir-eoteF-Director  of  Transportation/Desi^nee 
shall  monitor  certifications  and  selections  for  opportunities  and  successes  in 
achieving  affirmative  action  equal  opportunity  goals.  The  MTA  Human 
Pv.esources  Director' Director  of  Transportation/Designee  -shall  compile  and 
report  to  the  Civil  Service  Commission  as  directed,  on  a quarterly  basis  the 
performance  of  each  department  and' -the -effect  of  various  Certification  Rules. 


The  first  such  report  shall  be  presented  to  the  Civil  Servic 

first  meeting  in  March  199^1  and  shall  cover  the  period  con 


-Commission  at  its 

iiencing  November 


1,  1993  and  concluding  on  January  31,  \99A. 


4)  The  Civil  Service  Commission  may  direct  the  MTA  Htiman-Resources 
Directei^Director  of  Transportation/Designee  to  investigate  selections  made  by 
departments  and  if  it  is  determined  that  selections  were  not  made  in  compliance 
with  equal  employment  opportunity  or  affirmative  action  guidelines,  the  MTA 
Human — Resources — Director — Director  of  Transportation/Designee  may 
recommend  and  the  Civil  Service  Commission  may  effect  remedial  actions. 

5)  The  MTA  Human  Resources  Director  Director  of  Transportation/Designee 
may  direct  that  all  future  certifications  and  appointments  to  departments 
determined  to  be  out  of  cempliance-be  subject  to  the  review  of  the  Equal 
Employment  Opportunity  and  Affirmative  Action  Division  and  approval  of  the 
MTA  Human — Resources — Director  Director  of  Transportation/Designee. 
Departments  found- having  made  sSelections  made  without  regard  to  equal 
employment  opportunity  or  consideration  of  affirmative  action  goals  shall  be 
reported  to  the  Civil  Service  Commission,  the  Mayor,  and  Board  of  Supervisors. 


6)  In  compliance  with  Charter  Section  A8.329,  an  annual  report  of 
certification  activity  shall  be  compiled  by  the  MTA  Human  Resources- DirectOF 
Director  of  Transportation/Designee  and  forwarded  to  the  Commission,  the 
Mayor  and  to  the  Board  of  Supervisors  for  review,  of  each — department's 
performance  in  meeting  its  equal  employment  opportunity  obligations-and 

affirmative  action  goals.  The  first  such  report  shall  be  submitted  by  December 

■1,- 1994  -and  shall  cover  the  period  comm6ftc-ing-44ovember  1. — 1993  and 

concluding  on  October  31,  1994. 
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Sec.  413.3  Cei  tirication  of  Eligibles  - Employees  Covered  by  Article  III 
113.3.2 — Rule  of  One 

1^ — 1'he  name  -of -the  highest  available  eligible  shall  be  certified  to  the 

appointing  officer- for  each  position-te-be-filled  from- eligible  lists  from  which 

these  Rules  or  other  law  requires  Rule  of  One  certifications. 

2) If  two  or  more  approved  personnel  requisitions  are  on  File,  the  MTA 

Human-Resources  Director  may  permit  eligibles  in  line  for  appointment  and  in 

accordance  with  their  standing  on  the  list  to  select  from  among  the  available 

personnel  requisitions  the  posi-tien-to-which  they  desire  appointment. 

3) In  cases  where  eligibles  on  lists  who  would  be  reached  for  appointment-on 

personnel-requ-isRiens-are-at-that  time  employed  in  the  City  and  Count>^  service, 

the  MTA  Human  Resources  Director-may-consult- with  appointing  officers  and 

employees  involved, -and  if  it  is  in  the-besRiftterests  of  the-seFviGe--may  offer  out 

said  positions  as  to  make  it  possible  for  the  continued-employment  of  such 

eligibles--in  their  current  departmenter 

413.3.3  2 Rule  of  Three  or  More  Scores 

1)  Definition 

The  names  of  all  eligibles  standing  at  a specified  number  of  scores  with  a 
minimum  of  at  least  those  eligibles  with  three  scores  shall  be  certified  to  each 
available  position. 

2)  When  More  Than  One  Position  Available 

Except  as  may  otherwise  be  provided,  when  there  are  two  or  more  approved 
personnel  requisitions  on  file  for  the  same  class,  the  number  of  scores  certified 
shall  be  equal  to  the  number  of  positions  to  be  filled  plus  the  number  of  scores 
in  the  Certification  Rule  applicable  to  the  eligible  list  being  certified  minus  one. 
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Sec.  413.3  Certification  of  Eligibles  - Employees  Covered  by  Article  III  (cont.) 

413.3.3^  2 Rule  of  Three  or  More  Scores  (cont.) 

3)  When  Eligible  List  Exhausted 

An  eligible  list  adopted  under  the  Rule  of  Three  or  More  Scores  shall  in  all 
cases  be  exhausted  when  there  are  less  than  three  scores  available.  Use  of  the 
eligible  list  when  there  is  less  than  the  minimum  certification  available  shall  be 
at  the  discretion  of  the  appointing  officer. 

4)  Supplementary  Certification 

If  all  eligibles  at  a score  waive  appointment  or  fail  to  respond  within  the  time 
limits  provided  in  these  Rules,  the  appointing  officer  may  request 
supplementary  certification(s)  from  the  next  highest  score(s). 

413.3.4  3 Rule  of  the  List 

1)  Definition 

The  names  of  all  eligibles  on  the  eligible  list  shall  be  certified  to  each  available 
position. 

2)  When  Eligible  List  is  Exhausted 

An  eligible  list  adopted  under  the  Rule  of  the  List  shall  be  exhausted  when  there 
are  less  than  one  third  of  the  number  of  eligibles  on  the  original  list  still 
available  provided,  however,  if  the  original  list  had  nine  or  fewer  eligibles,  at 
least  three  eligibles  must  be  available;  for  original  lists  with  45  or  more  names, 
at  least  15  eligibles  must  be  available.  In  the  event  that  application  of  the  one- 
third  formula  specified  above  results  in  a fraction,  the  next  highest  number  shall 
be  used.  Use  of  the  list  when  there  is  less  than  the  minimum  certification 
available  shall  be  at  the  discretion  of  the  appointing  officer. 
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Sec.  413.3  Certification  of  Eligiblcs  - Employees  Covered  by  Article  III  (cont.) 
413.3.^  4 Establishment  of  Certification  Rule 


shall  establish  the  certification  rule  for  each  class  by  specifying  the  certification 
rule  to  be  used  to  administer  the  eligible  list  in  the  first  examination 
announcement  for  the  class  after  the  adoption  of  this  section. 

2)  Once  established,  the  certification  rule  shall  be  used  to  administer  all 
future  eligible  lists  in  the  class  unless  otherwise  ordered  by  the  MTA  Human 
Resources-OiFeetOF  Director  of  Transportation/Designee. 

3)  In  establishing  the  certification  rule,  the  MTA  Human  Resoupces  Director 
Director  of  Transportation/Designee  may  consult  with  appointing  officers  the 
City’s  Human  Resources  Director,  other  appointing  officers,  representatives  of 
employee  organizations  and  other  pertinent  parties. 
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Rule  413 


Certification  of  Eligibles 


Article  IV:  Selective  Certification  of  Certified  Temporary  Employees 

Applicability:  The  provisions  of  Article  IV.  Rule  413,  shall  apply  to  employees  in  all  MTA  Service-Critical 

classes. 

413.3.4  5 Selective  Certification  of  Certified  Temporary  Employees 


1)  With  the  exception  of  the  uniformed— ranks— ef-the-Police  ■ and  Fire 


anything  to  the  contrary  in  this  or  any  other 


section  of  these  Rules,  an  employee  who  has  been  appointed  from  a regularly 
adopted  eligible  list  to  a non-permanent  position  shall  be  entitled  to  appointment 
to  a permanent  position  within  the  same  class  before  the  certification  of  persons 
standing  higher  on  the  list  of  eligibles  subject  to  a period  of  six  months  of 
service  in  the  class  or  for  the  period  provided  for  in  the  examination 
announcement  in  any  status  and  certification  by  the  appointing  officer(s)  of 
satisfactory  job  performance  for  the  period  of  the  required  service  on  the  form 
and  in  the  manner  prescribed  by  the  MTA  Human  Resources  Director  Director 
of  Transportation/Designee. 

2)  The  MTA  Human  Resources  Director-Director  of  Transportation/Designee 
is  authorized  to  take  such  administrative  action  not  in  conflict  with  these  Rules 
as  is  required  to  make  this  section  operative  including  imposition  and  removal 
of  waivers. 


CSC  Rules  - Volume  IV  - MTA  Service-Critical 

413.13 


(Date  Issued) 


City  and  County  of  San  Francisco 


Draft  2000 


Civil  Service  Commission 


Rule  413 

Certification  of  Eligibles 


Article  V:  Administration  of  Certifications 

Applicability:  The  provisions  of  Article  V.  Rule  413.  shall  apply  to  employees  in  all  MTA  Service- 

Critical  classes. 


Sec.  413.4  Response  Period 

413.4.1  Notice  of  Inquiry 

1)  Eligibles  are  required  to  respond  in  writing  to  the  Office  of  MTA  I 
Department  of  Human  Resources  -Director  of  Transportation/Designee  within  | 
five  business  days  of  the  date  of  such  notice. 

2)  The  MTA  Human  Resources  Director  Director  of  Transportation/Designee  | 
may  authorize  that  eligibles  be  polled  by  telephone,  provided  however  that 
eligibles  who  cannot  be  reached  by  telephone  shall  not  be  penalized  or 
adversely  affected  in  any  way. 


413.4.2  Notice  of  Certification 


1)  Eligibles  are  required  to  respond  to  the  appointing  officer  or  designated 
representative  within  five  business  days  after  the  date  of  such  Notice. 

2)  Eligibles  are  required  to  notify  the  MTA  Department  efTfuman  Resources 
Director  of  Transportation/Designee  as  to  their  certification  status  within  seven 
business  days  after  the  date  of  the  Notice  of  Certification. 

3)  MTA  Ddepartments,  bureaus  or  operating  divisions  are  required  to  notify 
the  MTA  Department  of-Human  Resources-Director  of  Transportation/Designee 
of  the  results  of  a certification  within  20  business  days  after  the  date  of  the 
Notice  of  Certification. 

413.4.3  Extensions 

Response  period  time  limits  may  be  extended  by  the  MTA  Human  Resources 
Director  Director  of  Transportation/Designee. 
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Sec.  413.4 

Sec.  413.5 

413.5.1 

413.5.2 

Sec.  413.6 
413.6.1 


CSC  Rules  - 


Response  Period  (Cont.) 

Effect  of  Failure  to  Respond 

An  eligible  who  fails  to  respond  within  the  time  limits  provided  shall  be  placed 
under  general  waiver  on  the  eligible  list  until  such  time  as  the  waiver  is 
withdrawn  in  accordance  with  these  Rules. 

Except  if  the  MTA  Human Resources Director — Director  of 

Transportation/Designee  determines  that  unusual  circumstances  exist  which 
would  create  an  undue  hardship,  a department  that  fails  to  respond  within  the 
time  limits  provided  may  be  required  to  present  the  reasons  for  the  delay  to  the 
Commission. 

Waivers 


General  Waivers 

An  eligible  may  be  placed  on  an  inactive  status  under  general  waiver  of 
certification  on  an  eligible  list  as  follows: 

1)  At  the  eligible's  written  request.  Such  waivers  shall  be  effective  on  the 
next  business  day. 

2)  For  failure  to  respond  to  a Notice  of  Certification  or  Inquiry  within  the 
prescribed  time  limits. 

3)  For  failure  to  notify  the-  MTA  PepaFtment-of  Human  R.esource5  as  to  the  | 
eligible's  status  within  seven  days  following  certification. 

4)  A person  appointed  to  a permanent  position  shall  be  under  general  waiver 

for  all  appointments  on  all  eligible  lists  for  the  same  class.  A person  appointed 
to  a temporary  position  shall  be  under  general  waiver  for  temporary 
appointment  on  all  eligible  lists  for  the  same  class.  Such  waiver  may  not  be 
withdrawn  unless  ordered  by  the  MTA  Fluman  Resources  Director  Director  of  I 
Transportation/Designee.  | 

5)  For  reasons  prescribed  elsewhere  in  these  Rules. 
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Sec.  413.6  Waivers  (Cont.) 

413.6.1  General  Waivers  (Cont.) 

6)  An  eligible  under  general  waiver  shall  not  be  certified  to  any  position  on 
the  eligible  list  until  the  eligible  notifies  the— MTA  Department  of  Human 
Resources  to  withdraw  such  waiver  in  writing  as  prescribed  in  these  Rules. 
General  waivers  imposed  by  the  Commission  or  MTA  Human  Resources 
Director- Director  of  Transportation/Designee  may  not  be  removed  unless 
ordered  by  the  Civil  Service  Commission  or  MTA  Human  Resources  Director 
Director  of  Transportation/Designee. 

413.6.2  Waiver  of  Part-Time  Employment 

Any  part-time  position  may  be  declared  by  the  MTA  Human  Resources  Director 
Director  of  Transportation/Designee  to  be  under  conditional  waiver  and 
eligibles  may  then  waive  certification  without  penalty  for  appointment  to  a full- 
time position.  An  eligible  who  accepts  such  appointment  shall  retain  eligibility 
for  appointment  to  a full-time  position. 


413.6.3  Conditional  Waivers 


Except  as  provided  by  the  examination  announcement,  waiver  of  certification  to 
positions  with  unusual  employment  circumstances  or  special  conditions  of 
employment  may  be  imposed  by: 

1)  the  eligible  to  be  effective  the  next  business  day; 

2)  the  Civil  Service  Commission;  or 

3)  the  MTA  Human  P^esouFees-Pi-rectOF  Director  of  Transportation/Designee. 

Conditional  waivers  on  an  eligible  list  imposed  by  the  eligible  shall  remain  in 
force  until  withdrawn  in  accordance  with  these  Rules. 

413.6.4  Effects  of  Waivers 

1)  A general  or  conditional  waiver  of  certification  by  an  eligible  having 
standing  on  more  than  one  list  in  the  same  class  shall  apply  to  any  existing  list 
for  the  same  class. 

2)  An  eligible  who  waives  certification  to  a position  covered  by  conditional 
waivers  shall  not  be  certified  to  a position  requiring  those  conditions  from  that 
list  until  such  waiver  is  removed  in  accordance  with  the  provisions  of  these 
Rules. 
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Sec.  413.6  Waivers  (Cont.) 

413.6.4  Effects  of  Waivers  (Cont.) 

3)  Unless  otherwise  provided  in  the  examination  announcement,  eligibles 
may  refuse  consideration  for  temporary  or  permanent  appointment  from  two 
Notices  of  Certification.  Refusal  of  consideration  from  the  third  Notice  of 
Certification  shall  result  in  the  removal  of  the  eligible's  name  from  that  eligible 
list  and  all  other  lists  in  that  class.  The  non-selection  by  the  department  of  an 
available  eligible  shall  not  be  recorded  as  a refusal. 

4)  Unless  otherwise  ordered  by  the  MTA  Human  -Resources  Director  I 
Director  of  Transportation/Designee  if  one  Notice  of  Certification  is  issued  for  | 
more  than  one  department  or  position  and  the  eligible  refuses  a position  not 
previously  waived,  a refusal  shall  be  recorded  against  the  eligible's  name  on  the 
list. 

413.6.5  Withdrawal  of  Waivers 

1)  Withdrawal  of  general  or  conditional  waivers  imposed  by  the  eligible  must 

be  filed  in  writing  with  the-MTA  Department  of  Human  Resources.  | 

2)  Such  requests  must  be  received  in  MTA  Office  of  the  Director  of  I 
Transportation/Designee  Department  of  ' Human  Resources  offices  before  the  | 
close  of  business  on  the  third  Friday  of  the  month  to  be  effective  the  first 
business  day  of  the  following  month.  In  the  event  the  third  Friday  is  a legal 
holiday,  such  requests  must  be  received  by  the  close  of  business  on  the  next 
business  day. 

3)  Withdrawal  of  waivers  which  have  been  imposed  by  the  Commission  or 
the  MTA  Human  Resources  Director  Director  of  Transportation/Designee  may  | 
be  authorized  at  any  time  and  become  effective  the  first  business  day  of  the 
following  month  unless  specifically  ordered  otherwise. 

4)  Withdrawal  of  waivers  shall  not  interfere  with  nor  affect  the  rights  of 
eligibles  next  in  line  for  certification  to  whom  Notices  of  Certification  have 
already  been  mailed  and  who  have  been  or  may  be  appointed  in  response  to 
such  notices. 

5)  Immediate  withdrawal  of  waiver  may  be  authorized  by  the  MTA  Human  I 
R.esources-Director  Director  of  Transportation/Designee,  if  it  is  determined  that  | 
such  immediate  withdrawal  of  waiver  is  in  the  best  interests  of  the  Service. 
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Sec.  413.7  Change  of  Address 


In  all  cases  of  change  of  address,  the  MTA  Office  of  the  Director  of 
Transportation/Designee  Department  of  Human  Resources  must  be  notified  in 
wxiting  separately  for  each  class  involved.  Notice  of  change  of  address  to  the 
post  office  and/or  the  employee's  current  department  only  shall  not  be  a 
reasonable  excuse  for  special  consideration  in  case  of  failure  to  respond  to  any 
notice  within  time  limits. 
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Certification  of  Eligibles 

Article  VI:  Classes  for  which  the  Rule  of  Three  Scores 
is  Used  Exclusively 

Applicability:  Article  VI.  Rule  413.  shall  applies  only  to  employees  in  the  MTA  Service-Critical  classes 

enumerated  in  this  Article. 

Sec.  413.8  Rule  of  Three  Scores  Classes 


Unless  mutually  agreed  between  the  employee  organization  representing  the  class  and  the 
MTA  Human  Resources  ■ Director  Director  of  Transportation/Designee  to  use  a broader  | 
certification  rule,  the  Rule  of  Three  Scores  shall  be  used  exclusively  for  the  following 
classes: 

MTA  Service-Critical  Classes  represented  bv:  | 

Automotive  Mechanics.  Local  1414 

Bricklayers.  Local  3 , 

Carpenters.  Local  22- — 

Electrical  Workers.  Local  6 

Glaziers.  Local  718 
Hod  Carriers.  Local  36 

Ironworkers.  Local  377 

Laborers.  Local  261 
Operating  Engineers.  Local  3 

Painters.  Local  4 

Pile  Drivers.  Local  34 

Plasters’  and  Shophands.  Local  66 

Plumbers  and  Steamfitters.  Local  38 

Roofers  and  Waterproofers.  Local  40 

Sheet  metal  Workers.  Local  104 

Stationary  Engineers.  Local  39 

Cement  masons.  Local  580 
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No.  Title 


■3-IQ-2- Farmer 
j'll?  Gardener 


-3-1-1-9-Municipal  Stadiums  Groundskeeper 

■3'122  Park  Section  Supervisor 


3428  Nursery  Specialist 
3430  Chief  Nursery  Specialist 


3434  Tree  Topper 

3436  Tree  Topper-Supervisoi^t 

6-333-Heat- and  Ventilation  Inspector 


6244-  Gh-ief-Plumbing  Inspector 

6246  Senior-Plumbing  Inspector 

6248  Electrical  Inspector 
6249-Senior -Electrical  Inspector 


6252  Line  Inspector 

-7-1-1-0- Mobile- Equipment  Assistant  Supervisor 
-7126  Mechanical  Shop  and  Equiprrtent  Superintendent 

7134  Water  Construction  and  Maintenance-Superintendent 

7136  Waten^hops  and  Equipment  Superintendent 

730-3  -Building  and  Grounds  Maintenance  Supervisor 

7204  Chief  Water  Service  -Inspectctf 

7205  Chief  Stationary  Engineer 
■7310-  Mobile- Equipment  Supervisor 

-72-1-3  Plumber  Supervisor  1 

7214  Electrical  Transit  Equipment  Supervisor 

-7-2 1-5  - General  Laborer  Supervisor-l- 
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Sec.  Rule  of  Three  Scores  Classes  (cont.) 

N0: — Title 


7216  Electrical  Transit-Shop  Supervisor  1 


7221  Asphalt  Plant- Supervisor-! 

7223  Cable  Machinery  Supervisor 

7226  Carpenter  Supervisor  1 
7228  Automotive  Transit  Shop  Supei 


7230  Fire  Department  Water  Sysi 


1 Supervis 


7232 - Hetc-h-Hetchy  Mechanical  Shop  Supei 


72^M  Power  Plant  Supepvisor  i 

7246  Sewer  Repair  Supervisor  II 


.7.34-7-Sheet 4Vletal  ■ Worker  Superv isor  H 


7252  Chief  Stationary  Engineer,  Sewage  Plant 

7253  Electrical  Transit- Meehan ic  Super-visor4 

•7-254-A-utemotive  Machinist  Supervisor  I 

7255  Power  House  Electrician  Supervisor  I 

7-2-56-Electric  Motor  Repair  Supervisor  I 

7257  Communication  Line  Supervisor  1 

7258  Maintenance  Machinist  Supervisor  1 

7262  Maintenance-Planner 


7264  Auto  Body  and  Fender  Won 

<er  Supervisor  I 

T^upcr-'i'-orll 

7274- 

Transit  Power  Line  Worker 

Supervisor  11 

727-5- Cable  Splicer  Supervisor  I 

7276  Electrician  Supervisor  11 
7-2-7-7-City-Shops  A-ssistant  Superintendent 

7278  Painter  Supervisor  11 

7279  Powerhouse  Electrician  Supervisor  II 

7281  Street  Cleaning  Supervisor  II 

■7284  Utility  Plumber  Supervisor  11 
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vVooi  Rule  of  Three  Scores  Classes  (cont.> 

No.  Title 


7286  Wire  Rope  Cable  Maintenance  Supervisor 

7287  Supervising  Electronic  Maint.  Technician 

.7.30-5-B;aek&<¥Htl^ 

7306  Automotive  Body-and  Fender  Worker 

7307  Bricklayer 

7308  Cable-sVlieef 

7309  C-ar  and  Auto  Painter 

7311  Cement  Mason 

73 1 3 Automotive-Machinist 

73 1 5 Automotive-Machinist-Assistant-Supervis( 

7316  Water  Service  Inspector 

73 1 7 Senior-Water  Service-Inspector 

73 1 8 Electronic  Maintenance  Technician 


7322  Auto  Body- and- Fender  Worker  As‘ 

7325  General  Utility  Mechanic 


stant  Supervise 


7328  Operating  Engineer, -Universal 

7329  Electronics  Maintenance  Tech.  Asst.  Supv. 

7330  Senior  General  Utility  Mechanic 

733  1 Apprentice  Maintenance  Machinist 

■7332-4>4aintenance  Machinist 
7333  Apprentke-Stationary-Engineer 

733'1  Stationary  Engineer 
7335  Senior  Stationary  Engineer 


7340  Maintenance  Controller 


7344  Carpenter 

7345  Electrician 

7346  Painter 

7347  PliimbeF 

7348  SteamFitter 


7353  Water  Meter  Repai 

7360-Pipe-Welder 


7363  Powerhouse  Electrician 

7364  Powerhouse  Operator 

7365  Senior  Powerhouse  Operator 

7370  Rigger 

7372  Stationary-Engineer,  Sewage  Plant 

7373  Senior  Stationary  Engineer,  Sewagt 

7375  Apprentice  Stationary  Engr.,  Sewar 

7376  Sheet  Metal  Worker 

7377-  Stage  Electrician 

7379  Electrical  Transit  Mechanic 


e Plant 
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Sec.  413.-8 Rule  of  Three  Scores  Classes  (cont.> 


7380  Electrical  Transit  Mechanic  Asst.-SupvT 

7382-Automotive  Mechanic  Assistant  Siiperviso 

7386  Utilit>^  Plumber  Assistant  SupervisoF 

7387  Upholsterer 

7388  Utility- Plumber 

7390  Welder 

7395  Ornameutal-lron-Workef 

7404  Asphalt-FimsheF 

7408  Assistant  Power  House  Operatef 

7409  Electrical  Transit  Service- Worker 

7420-Bridgeteudef 

7424-Dryer  N4ixer  Operator 

7430  Asst.  Electronic  Maintenance-Technieiau 


7434  Maintenance  Machinist  Helper 

7449  Sewer  Service  Worker 

7458  Switch  Repairer 

7463  Utility  Plumber  Apprentice 

7472— Wire-Rope  Gable  Maintenance  Mechanic 

7473  Wire  Rope  Cable  Maint.  Mech.  Trainee 

7502  Asphalt  Worker 

7510-Lighting  Fixture  Maintenance  VVor-ker 

7514  General  Laborer 
7640— Track-Maintenance  Worker 

8-304 "Deputy  Sheriff 
8306  Seniee Deputy  Sheriff 

8308-Sheriffs  Sergeant 


831-2 -Sheriffs  Captain 

9240-  Airport  Electrician 

9241-  Airport  Electrician  Supervisor 

9242  Head-Airport  Electrician 

93-31— Piledriver  Engine  Operator 

9332  Piledriver-Supervisor  1 

9342  OrnamentaMron-Worker-Supervisor  I 

9344  Roofer  Supervisor  1 
9345- Sheet  Metal  Supervisor  I 

93-58-Crane- Mechanic  Supervisor 

9360  Construction- and  Maintenance  Supervisor  II,  Port 
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Rule  414 
Appointments 


Article  I:  General  Provisions 


Applicability; 


The  pro\Ai()iis  of  Aiticlc  I.  Rule  4 1 4,  shall  apply  to  employees  in  all  MTA  Scrvicc- 


Article  II:  Limited  Tenure  Appointments 

Applicability:  The  provisions  of  Aiticle  11.  Rule  414.  shall  apply  only  To  employees  in  MTA  Service- 
Critical  classes  represented  by  the  Transport  Workers  L'nion.  Locals  200  and  250A. 

Tbe-p^^ms^ems-K■>h-Arr4^eie-i^■-■R-ukJ-l-4^ipph-t»^4y-kvefnp^-eyees  in  classes  repte-iefUed 


by  the  TfanspeFt-AV'tjrke 


Local-j  200  and  250A;  and  the 


lembei 


e-Qffie 


. Local  911.  aod-ftFefi»hters.  Loeal-798. 


Article  III:  Temporary  and  Emergency  Appointments 


Applicability: 


The  pi-ovisions  of  Article  111,  Rule  414,  shall  apply  only  to  einployees  in  M TA 

Serv'ice-Critical  classes  represented  bv  the  Transport  Workers  L'nion.  Locals  200  and 

25()A.  Thtf  provisions  of  Article  IH,  Rule  14, — apply  only -to  employees  in  classes 

ropreoenied  by  the  Transport  Vt'orkers  Ln-ieflrLocaL  200  and  25QA:  and  the  members 


?»rlA-R4K-^A>ifi'-^fTT^-Ar:rM->t^t^tH*HT-l-^>t--al-^l-l--and-Fire0ehtefs,  Local  79S. 


Article  IV:  Appointment  by  Reinstatement 


Applicability;  The  provisions  of  Article  IV.  Rule  414.  shall  apply  to  employees  in  all  MTA  Sereice- 
Critical  classes.  L-nless  othervs  ise  noted,  the  provisions  of  Article- I\h  Rule  M,  apply 
to  employees  in  all  classes. 

Article  V:  Reappointment 


Applicability; 


The  provisions  oF  Article  V. 


Critical  -Ihtless  otht 


Rule  414,  shall  apply  to  employees  in  all  MTA  Ser-'ice- 

noted.  the  provisions ■of-Article  V.  R.ule  I'l.  apply-to 


Article  VI:  Appointment  by  Transfer 


Applicability:  The  provisions  of  Ai  ticle  VT  Rule  414.  shall  apply  to  employees  in  all  MTA  Service- 
Critical  classes  h-FTle-trt-etlteFwise-netedr-tRe-provisions  of  Article  \T,  Rule  14.  apply  te 
empl-eyeea-m-atl-e  I assesr 


rArficte-VI-L — Employ mentTit-Glass  8304  Deputy  Sheriff  and  Class  8302  Deputy  SheriffT 

Article  Mil  \TI:  Exempt  Appointment 


Applicability: 


The  provisions  of  Article  VIL 

Critical  classes  Unless  other\s 


Rule  414,  sh.all  apply  to  employees  in  all  MTA  Sen-ice- 

se  noted,  the  prov  isions  of  Article  Vdll.  R.u!e  14.  apply-io 
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ApplicabiliU" 

Sec.  414.1 

414.1.1 

414.1.2 

414.1.3 

Sec.  414.2 


Sec.  414.3 


Rule  414 
Appointments 

Article  I:  General  Provisions 


Appointment  - General  Provisions 


Report  of  Appointment 


Exccpi  wiih  ihe  penmssion  of  the — HtHnarh^^sourees-Di r-eetof; 

Aall  appointments  shall  be  authorized  bv  reported — by- -the 
appointing  officer  to  the  DepaFtrrtent  -o^Human  Resources  the 

MTA  Director  of  Transportation'Designee  on  the  prescribed  form 
prior  to  the  appointee's  starting  date  of  employment. 

\’alidation  of  Appointment 

No  appointee  may  begin  working  except  with  permission  of  the 
Human  R-es&i:-fees-Difeet0r  until  validation  has  been  issued  bv  the 
MTA  Director  of  Transportation,  designee,  until  the  appointing 
officer  has  received  official-HoHc-e  -o^\^lidation-o-f-  appointment 

from  the  Department-of-Human  Resources. 

Finalitx'  of  Appointing  Officer's  Decision 

Except  as  otherwise  provided  in  these  Rules,  ordinances,  or  the 
Charter,  the  decision  of  the  MTA  Director  of 
TransportatioiTdesianee  appointing  officer  in  all  matters  regarding 
appointment  within  the  MTA  shall  be  final. 

Permanent  Appointment  - Definition 

A permanent  appointment  is  an  appointment  made  as  a result  of 
certification  from  an  eligible  list  to  a permanent  position. 


Method  of  Appointment  - Permanent  Appointment 

MTA  Service-Critical 

414.2 
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Permanent  appointments  shall  be  made  in  the  following  order  of 
priority: 

414.3.1  by  the  return  to  duty  of  a permanent  holdover; 

414.3.2  by  the  reinstatement  of  a promotive  probationary  employee 
consistent  with  the  provisions  in  the  Reinstatement  Rule 
governing  such  employees; 

414.3.3  by  the  appointing  officer  through  use  of  any  one  of  the  following  • 
options; 

1)  advancement  of  a part-time  or  school  tenn  employee  to  full-  | 
time  status  consistent  with  the  requirements  found  elsewhere 
in  this  Rule;  or 

2)  transfer;  or 

3)  from  requests  for  reinstatement  other  than  by  the  reinstatement 
of  a promotive  probationary  employee  consistent  with  the 
provisions  in  the  Reinstatement  Rule  governing  such 
employees;  or 

4)  by  reappointment  following  resignation;  or 

5)  by  certification  by  the  MTA  Department  of  Human  Reseurees  I 
of  eligibles  from  a regular  an  eligible  list  or  reemployment  | 
register. 

414.3.4  Exercise  of  one  option  will  preclude  the  use  of  any  other  method 
of  appointment  except  as  a result  of  any  settlement  arising 
following  an  appeal  or  other  litigation.  The  MTA  departments  | 
may  also  fill  permanent  vacancies  through  internal  reassignment 
within  classifications  of  permanent  employees  consistent  with 
departmental  MTA  procedures.  Such  reassignments  are  not 
within  the  jurisdiction  of  the  Civil  Service  Commission,  or  the 
De-partment  of  Human  Resourees  except  as  speciftcalty-provided 

elsewhere  in  these  Rules. 
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Sec.  414.4  Temporary  .Appointment 

414.4.1  Temporar}'  appointment  shall  be  one  of  the  following: 

1)  All  appointment  from  an  eligible  list  to  a temporary 
position.  Such  appointment  is  time  limited  to  a maximum 
duration  of  the  hourly  equivalent  of  130  working  days  based  on 
the  regular  daily  work  schedule  of  the  employee,  and  in  no  case 
may  the  maximum  exceed  1040  hours;  or 

2)  An  appointment  from  an  eligible  list  to  a temporary 
position  established  to  perform  a special  project  or  investigation. 
The  establishment  of  such  position  shall  require  the  express 
approval  of  the  Human  Resources  - Director  MTA  Director  of 
Transportation/desiunce.  It  must  be  readily  foreseeable  that  the 
duties  and  responsibilities  and  products  must  be  completed  by  the 
time  limit  of  a maximum  of  the  hourly  equivalent  of  260  working 
days  based  on  the  regular  daily  work  schedule  of  the  employee, 
and  in  no  case  may  the  maximum  exceed  2080  hours. 

3)  When  no  eligible  list  exists  or  no  eligible  is  available  on  an 
existing  eligible  list  for  a position  in  the  class  requisitioned  by^ 
appointing  officer  MTA,  and  immediate  service  in  the  position  is 
required  bw  the-  appoinvi nt^ffieoi^and  another  eligible  list  exists 
which  is  deemed  by  the  MTA  HumanTl-eseurces  Director  Director 
of  Transportation-Desiunee  to  be  suitable  to  provide  temporarily 
the  service  desired,  the  MT.4  Human-  Resources  Director  Director 
of  Transportation'Desiunce  shall  certify  for  civil  service 
temporar}'  appointment  an  eligible  from  such  eligible  list. 

414.4.2  Expiration  of  Temporary  Appointment 

1)  Upon  expiration  of  the  maximum  allowable  time  period  or 
upon  expiration  of  the  appointee's  temporary  position,  temporary 
appointees  shall  be  separated  as  provided  below. 

2)  Temporary  appointees  so  separated  shall  be  returned  to  the 
eligible  list  from  which  appointed  if  such  list  has  not  expired. 
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Sec.  414.4  Temporary  Appointment  (Cont.) 


414.4.2  Expiration  of  Temporary  Appointment  (Cont.) 


3)  Temporary  appointees  returned  to  the  eligible  list  or  to  the 
holdover  roster  shall  be  immediately  available  for  certification  to 
temporary  positions: 

- under  another  appointing  officer;  or 

- to  the  same  appointing  officer  to  another  position  with  the 
express  approval  of  the  Human  Resources  Director. 

In  the  case  of  represented  classes,  the  MTA  Human  Resources 
Direc-tor-Director  of  Transportation-Designee  shall  provide  prior 
notification  to  the  appropriate  bargaining  representative  of 
intention  to  authorize  such  immediate  certification  and  shall,  upon 
request,  meet  and  confer  concerning  the  proposed  certification. 

4)  For  employees  represented  by  the  Transport  Workers 
Union,  Locals  200  and  250A-aFid-for  unifonned-fflembcrs  of  the 
Police  and  Fire  Departments,  temporary  appointees,  except  those 
appointed  from  a "near  list",  whose  list  has  expired  shall  be 
ranked  on  the  holdover  roster  for  the  class. 

414.4.3  Layoff  due  to  lack  of  work  or  lack  of  funds  or  termination  shall  be 
as  provided  elsewhere  in  these  Rules. 

Sec.  414.5  Provisional  Appointment 

414.5.1  Provisional  appointment  shall  be  an  appointment  to  a permanent 
or  temporary  position  when  there  is  no  available  eligible. 

1)  A provisional  appointment  is  time  limited  to  a maximum 
duration  of  the  hourly  equivalent  of  130  working  days  based  on 
the  regular  work  schedule  of  the  employee;  however,  in  no  case 
may  the  maximum  duration  exceed  1040  hours  in  any  class  or  in 
any  department  in  a calendar  year. 

2)  Except  with  the  express  approval  of  the  Human  Pv-esources 
Director  MTA  Director  of  Transpoitation  designee,  when  an 
eligible  list  is  adopted,  all  provisional  appointments  in  the 
affected  class  shall  expire. 
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Sec.  414.5  Provisional  .Appointment  (Cont.) 


414.5.2  Provisional  appointments  may  be  extended  with  the  approval  of 

the  MTA  Human Resources Director Director  of 

Transportation  Desiunee  for  additional  periods  of  time  not  to 
exceed,  for  each  extension,  the  time  limitations  specified  above. 

414.5.3  Provisional  appointees  serve  at  the  discretion  of 
officer  MTA  Director  of  Transportation. 

414.5.4  Provisional  appointees  shall  be  separated  as  provided  below  at  the 
expiration  of  the  maximum  allowable  time  or  upon  expiration  of 
the  appointee's  temporary  position. 

414.5.5  The  MTA  Human R-esouree-s Director — Director  of 

Transpoilation/Designee  shall  promulgate  policies  and  procedures 
for  making  provisional  appointments  which  shall  include 
provisions  that  appointments  shall  be  made  on  the  basis  of  a 
combination  of  merit  factors,  affirmative  action  and,  if  promotive, 
consideration  of  performance  appraisal  ratings  and  seniority. 


414.5.6  Layoff  of  provisional  appointees  due  to  lack  of  work,  lack  of 
funds  or  termination  shall  be  as  provided  elsewhere  in  these 
Rules. 


414.5.7  A civil  service  appointee  who  is  laid  off,  terminated  or  who 
resigns  from  a provisional  appointment  shall  return  to  the 
appointee's  permanent  position. 

414.5.8  A provisional  appointee  resigning  from  emplo>nient  shall 
complete  the  prescribed  resignation  form. 

414.5.9  Provisional  appointees  shall  acquire,  by  virtue  of  serving  under 
provisional  appointment,  no  right  or  preference  for  permanent 
appointment. 

414.5.10  Restrictions  on  Prov  isional  Appointment 


1)  Provisional  appointments  for  civil  service  positions  for  which 
no  eligible  list  exists  shall  not  exceed  three  years. 


I 


I 


I 
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414.5.10  Restrictions  on  Provisional  Appointment  (Cont.) 


2)  Provisional  appointments  may  only  be  renewed  beyond  three 
years  with  the  approval  of  the  Board  of  Supervisors  and  upon 
certification  by  the  MTA  Human  Resources  Director  Director  of 
Transportation/Desi^nee  that  for  reasons  beyond  his  or  hef-hs 
control  thc-MTA  Department  of  Human  Resources  has  been 
unable  to  conduct  examinations  for  these  positions. 

3)  Unless  provisional  appointments  are  renewed  as  provided  in 
this  section  or  are  transitioned  to  regular  civil  service  appointment 
through  either  the  competitive  examination  process  or  as  provided 
in  Charter  Section  18.110,  provisional  employees  appointed 
before  July  1,  1996  shall  be  laid  off  by  June  30,  1999. 


Sec.  414.6  Provisional  Appointment  - Non-Civil  Service  Appointment 


Sec.  414.6  and  Sec.  414.7  of  Article  /,  Rule  414,  apply  only  to 
employees  in  MTA  Service-Critical  classes  represented  by  the 
Transportation  Workers  Union,  Local  200  and  250A..  See.  14.6 

Transpo^rt  Workers  ihmni.  Local  200  umi—2S0A;  ami— to— tire 
ntenhbers-of-the-uuifoenteil-rauks—o^^f-th e S.  F.  PoUee-aml—lHiH^ 
14epaetmeihts — represented — by — the — — U. — fb^Uee — Qffteers^ 


414.6.1  Non-Civil  Service  appointment  made  under  the  authority  of  these 
Rules  shall  be  an  appointment  to  a permanent  or  temporary 
position  when  either 


1)  there  is  no  available  eligible.  It  is  time  limited  to  a maximum 
duration  of  the  hourly  equivalent  of  130  working  days  based  on 
the  regular  work  schedule  of  the  employee;  however,  in  no  case 
may  the  maximum  duration  exceed  1040  hours  in  any  class  or  in 
any  department  in  a calendar  or  fiscal  year  or  except  with  the 
express  approval  of  the-  -Hnman — Resources — Direeter  MTA 
Director  of  Transportation/Desi^nee.  30  days  from  eligible  list 
adoption,  whichever  is  less;  or 


2)  there  is  an  emergency. 


Such  appointment  is  time  limited  to  a maximum  of  240  hours. 
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Sec.  414.6  Provisional  Appointment 
(Cont.) 


Non-Civil  Service  Appointment 


414.6.2  Non-civil  service  appointees  serve  at  the  discretion  of  the 
appointing  offieei-  MT  A Director  of  Transportation-. 

414.6.3  Non-civil  service  appointees  shall  be  separated  as  provided 
below  at  the  expiration  of  the  maximum  allowable  time  or  upon 
expiration  of  the  appointee's  temporary  position. 


414.6.4  The  MTA  Human Res< 


-Director — Director  of 


T ransportation/Desi unee  shall  promulgate  policies  and  procedures 
for  making  non-civil  service  appointments  which  include 
provisions  that  appointments  shall  be  made  on  the  basis  of  a 
combination  of  merit  factors,  affirmative  action  and,  if  promotive, 
seniority. 

414.6.5  Notification  to  signatory  unions  shall  be  as  follows: 

Employee  organizations  signatory  to  the  Letter  of  Agreement 
adopted  April  4,  1983,  shall  be  notified  on  a biweekly  basis  of  all 
non-civil  service  appointments  authorized  in  the  preceding  two- 
week  period,  together  with  the  duration  of  such  appointments  and 
the  reason(s)  for  such  duration.  Union  representatives  of 
organizations  signatory  to  the  aforementioned  agreement  shall 
have  the  right  to  meet  and  confer  with  the  MTA  Human 
Resources - Direc-tor- Director  of  Transnortation/Desiunee  or 
designee  following  notification  cited  here  in  above. 

Sec.  414.7  Provisional  Appointment  - Limited  Tenure  Appointment 


Sec.  414.6  and  Sec.  414.7  of  Article  /.  Rule  414,  apply  only  to 

employees  in  MTA  Service-Critical  classes  represented  by  the 

Transportation  W orkers  Union,  Local  200  and  250 A. 


414.7.1  Limited  tenure  appointment  is  an  appointment  made  to  a 
permanent  or  temporary  positions  under  authority  of  this  Rule  is 
a class  for  which  there  is  no  available  eligible. 

414.7.2  All  limited  tenure  appointments  shall  require  the  express  prior 
approval  of  the  Commission  and  shall  be  made  pursuant  to  the 
stated  intent  of  the  Letter  of  Agreement  and  Compliance 
Agreement  adopted  April  4,  1983,  as  it  pertains  to  the  classes 
represented  by  the  unions  signatory  to  these  Agreements. 
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Sec.  414.7 

Provisional  AoDointment  - Limited  Tenure  Appointment 

(Cont.) 

414.7.3  Layoff  due  to  lack  of  work,  lack  of  funds,  or  termination  shall  be 


414.7.4 

as  provided  elsewhere  in  these  Rules. 

A civil  service  appointee  who  is  laid  off,  terminated,  or  who 
resigns  from  a limited  tenure  appointment  shall  return  to  the 
appointee's  permanent  position. 

414.7.5 

A limited  tenure  appointee  resigning  from  employment  shall 

complete  the  prescribed  resignation  form. 

414.7.6  Provisional  Appointees  - No  Preference  for  Permanent 


Sec.  414.8 

Appointment 

Provisional  appointees  shall  acquire,  by  virtue  of  serving  under 
provisional  appointment,  no  right  or  preference  for  pennanent 
appointment. 

Advancement  from  Part-Time  Position  to  Full-Time 

After  one  year  of  continuous  permanent  satisfactory  service  in  a 
part-time  or  school  term  only  position,  the  senior  appointee  in  a 
class  in  the  MTA  dDepartment  may  be  advanced  by  the 
officer  Director  of  Transportation/Desiunee  to  a full- 
time  position.  Such  advancement  frem— a— school-  term  only 
position-shall  not  require  that  a new  probationary  period  be 
served.  Advancement  from  a part-time  position  shall  require  a 
new  probationary  period. 

Sec.  414.9 

Separation  of  Temporarv  and  Provisional  Appointees  Upon 

Expiration  of  Term  of  Emplovment 

414.9.1 

No  temporary  or  provisional  appointment  shall  exceed  the 
maximum  allowable  duration  provided  in  these  Rules,  and  upon 
expiration  of  that  period  of  time,  the  appointee  shall  be  separated 
from  the  position. 
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Sec.  414. S Advancement  from  Part-Time  Position  to  Full-Time  (Cont.) 

414.9.2  The  appointee's  separation  shall  be  based  upon  the  expiration  of 
the  maximum  allowable  duration  or  upon  expiration  of  the 
appointee’s  temporaiy  position.  Such  separation  shall  be  v.ithout 
reference  to  the  layoff  or  termination  proWsions  of  these  Rules. 
The  appointee  shall  be  notified  in  \\Titing: 

1)  at  the  time  of  appointment  as  to  the  duration  of  such 
appointment;  and 

2)  at  least  ten  working  fiat's  in  advance  of  the  final  date. 


♦ 


u 
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Rule  414 
Appointments 

Article  II:  Limited  Tenure  Appointments 

Applicability:  The  provisions  of  .Article  II,  Rule  414,  sliall  apply  oiil'.  tri  ernphr.ees  in  MTA 
Sep.  ice-C'n:icjl  repicvenied  b\  tl:e  'lran->pi)ri  W Hrkcr-,  I nion,  Locab 

200  and  and  p spceificallv  limited  to  iinic  ot' declared  v.ar  as  defined 

in  Sec.  414.10.  For  limited  tenure  apnuiiiriTijnP  m otlv.r  tluir.  time  of  war, 
refer  to  Sec.  414.7  of  this  Rule. 


Sec.  414.10  Limited  Tenure  Appointments  - When  Authorized 

When  in  time  of  war  declared  by  the  Congress  of  the  United 
States  eligibles  are  not  available  for  appointment  from  registers 
established  through  the  regular  examination  procedure  as 
provided  under  these  Rules,  the  MTA  Human  Resources  Dircclor 
Director  of  TransportatioiTDesiunee  may  qualify  applicants  for 
wartime  appointments  to  positions  through  informal  and  non- 
competitive tests. 

Sec.  414.11  Selection  of  Limited  Tenure  Appointees 

Such  tests  and  appointments  resulting  therefrom  shall  be 
governed  solely  by  the  provisions  of  these  Rules  and  the  tests 
shall  be  adequate  in  the  judgment  of  the  MTA  Human  Resources 
Director  Director  of  Transportation/Pesiunee  to  determine  the 
capacity  of  applicants  to  perform  the  duties  of  the  positions  to  be 
filled  pending  creation  of  lists  of  eligibles  through  the  regular 
examination  procedure  as  provided  in  these  Rules. 

Sec.  414.12  Definition  and  Duration  of  Limited  Tenure  Appointments 

Appointments  made  under  the  provisions  of  this  Rule  shall  be 
designated  "limited  tenure  appointments"  and  may  continue  only 
until  registers  of  eligibles  are  established  through  the  regular 
examination  procedure  provided  elsewhere  in  these  Rules  but  in 
no  event  to  exceed  six  months  beyond  the  cessation  of  hostilities. 
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Sec.  414.13  Layoff  of  Limited  Tenure  Appointees 

Limited  tenure  appointments  may  be  terminated  by  the 
appointing  officer  at  any  time  for  lack  of  work  or  funds. 

Sec.  414.14  Termination  of  Limited  Tenure  Appointees 

Limited  tenure  appointments  may  be  terminated  by  the  MTA 
Director  of  Transportation  appointing  officer  for  good  cause  at 
any  time  with  the  -approy-al  of  the  Human  Resources  Director 
without  reference  to  the  procedures  governing  removals  set  forth 
in  Charter  Section  A8.341. 


Sec.  414.15  Restriction  on  Rights  on  Limited  Tenure  Appointees 


Persons  servdng  under  limited  tenure  appointments  under  this 
Rule  shall  by  reason  of  such  service  acquire  no  right  or 
preference  to  permanent  civil  service  status  as  defined  elsewhere 
in  the  Charter  or  by  Rule  of  the  Civil  Servdee  Commission,  which 
is  conferred  on  persons  completing  probationary  appointments 
made  from  lists  of  eligibles  established  tlu-ough  the  regular 
examination  procedures  as  provided  in  these  Rules. 

Sec.  414.4-6 R^»ft^ietion  on  Credif-  for — Limited  Tenure  Service  — • 

Employees  of  MunicipaLR-mbvnv 

Scr\  ice-afier4aHuar>'  1.  1951.  under  limited  tenure  appointment, 

by-platfoR-u-emplcvyees  of  the  Municipal  Railway-  , shall  not  be 

included  in  the  calculation  of  service  -of  such-employees  for  tlie 

puipose  ■ of  -determining — assignments — e-f — runs — when — sueh 

as5iginmentsmremiade--eii-the-ba5is  of  scniorit>-  o f ser\-ice. 

Sec.  414.4-?!  6 Non-Civil  Service  Appointments  When  No  Eligible  List 


# 


I 


Non-civil  service  appointments  in  the  absence  of  civil  ser\dce 
eligibles,  as  provided  in  these  Rules,  shall  not  be  authorized  if 
applicants  qualified  for  limited  tenure  appointments  are 
available. 


i 
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Sec.414.-fS17 


Lists 


The  MTA  Department-  of-  Human-Resources-shall  make  every  | 
effort,  consistent  with  current  conditions,  to  maintain  adequate 
registers  of  eligibles  established  through  the  regular  examination 
procedure  as  provided  in  these  Rules. 


Sec.  414,4^18  Civil  Service  Commission  to  Adopt  Rules  to  Govern  Limited  | 
Tenure  Appointments 


The  Civil  Service  Commission  shall  adopt  Rules  to  carry  out  the 
provisions  of  this  Rule  and  to  govern  the  administration  of 
limited  tenure  appointments. 

Sec.  414.2019  Additional  Authority  for  Limited  Tenure  Appointments  | 

414.2^19.1  In  time  of  national  emergency  declared  by  the  President  of  | 
the  United  States  or  by  the  Congress  or  while  any  act  authorizing 
compulsory  military  ser\dce  or  training  is  in  effect,  the  provisions 
of  this  Rule  may  also  be  made  operative  upon  recommendation 
of  the  Civil  Service  Commission  and  approval  of  the  Board  of 
Supervisors  by  ordinance  enacted  by  two  thirds  vote  of  the 
Board. 


414.2019.2  Authority  for  limited  tenure  appointments,  if  established  | 
pursuant  to  the  authority  of  this  paragraph,  shall  cease  six  months 
after  repeal  by  the  Board  of  Supervisors  of  the  ordinance  which 
authorized  such  appointments. 


Rule  414 

CSC  Rules  - Volume  IV  - MTA  Service-Critical 

414.13 


(Date  Issued) 


City  and  County  of  San  Francisco 


Draft  2000 


Civil  Service  Commission 


Appointments  0 

Article  III:  Temporary  and  Emergency  Appointments 


Applicabilit>”  The  panisions  of  Anicle  HI.  Rule  414,  >hjl!  apol',  only  to  en'.r-loxees  in 
MTA  Screice-Critical  classe>  reprcsen:ed  h\  the  Transport  Workers  Union. 

Locals  200  and  250A. 

Sec.  414.2420  Temporary  "Near  List"  Appointments  Authorized 

When  no  list  of  eligibles  exists  or  no  eligible  is  available  on  an 
existing  list  for  a position  in  the  class  requisitioned  by  the 
appointing  officer,  and  immediate  service  in  the  position  is 
required  by  the  appointing  officer  and  another  list  exists  which  is 
deemed  by  the  MTA  Human  Resources  Director  Director  of 
Transportation  Designee  to  be  suitable  to  provide  temporarily  the 
service  desired,  the  Commission  shall  certify  for  civil  service 
temporary  appointment  an  eligible  from  such  list; 

Sec.  414.3^21  Non-Civil  Service  Appointment  Defined 

If  no  such  other  list  deemed  by  the  MTA  Human  Resources 
Director-  Director  of  Transpoitation  Designee  to  be  suitable 
exists,  the  MTA  Human — Resources — D-ifeeteF--Director  of 
T ransportatioii  Designee  pursuant  to  Civil  Service  Commission 
Rules  may  authorize  the  appointing  officer  to  make  a non-civil 
service  or  emergency  appointment  for  a period  not  exceeding  130 
working  days. 

Sec.  414.2^22  Duration  of  Non-Civil  Service  Appointment 

Non-civil  service  or  emergency  appointments  extended  beyond 
90  days  must  be  approved  by  the  Human  - Resources-  Director 
MTA  Director  of  Transportation 'Designee.  Such  non-civil 
service  or  emergency  appointment,  hovv'ever,  shall  cease  prior  to 
the  expiration  of  such  130  working  days  at  the  time  a civil 
service  eligible  reports  for  duty  as  provided  in  Section  A8.329  of 
the  Charter. 


< 
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Sec.  414.2423  Emergency  Appointment  Pending  Canvassing  of  Eligible  List  | 

414.2423.1  If  a list  of  eligibles  exists  for  the  position  requisitioned,  but  | 
immediate  service  is  deemed  necessary  by  the  appointing  officer 
pending  the  time  an  eligible  from  such  list  is  certified  and  reports 
for  duty  as  provided  in  Section  A8.329  of  the  Charter,  the  MTA  I 
Human  Resources  Director  Director  of  Transportation/Desiunee  | 
may  authorize  the  appointing  officer  to  make  a non-civil  service 
or  emergency  appointment  thereto  for  a period  not  exceeding  30 
working  days. 

414.2423.2  Such  non-civil  service  or  emergency  appointment,  | 
however,  shall  cease  prior  to  the  expiration  of  such  30  working 
days  at  the  time  a civil  service  eligible  reports  for  duty  as 
provided  in  Section  A8.329  of  the  Charter. 

Sec.  414.21124  Restriction  on  Compensation  of  Non-Civil  Service  | 
Appointees 

No  person  shall  be  compensated  under  any  non-civil  service  or 
emergency  appointment  or  appointments  as  authorized  under  the 
provisions  of  the  foregoing  paragraphs  of  this  Rule  for  a period 
exceeding  130  working  days  in  any  fiscal  or  calendar  year,  and 
no  claim  or  warrant  therefore  shall  be  approved,  allowed  or  paid 
for  any  compensation  in  excess  of  such  130  working  days  in  any 
fiscal  or  calendar  year. 

Sec.  414.2425  Mandate  for  Funding  MTA  j^ep^aFtment  of  Human  Resources  | 
to  Conduct  Examinations 


If  no  eligibles  are  available  for  appointment  to  a permanent 
position  in  the  class  requested  by  the  appointing  officer,  the 
MTA  Department  of  Humait-R-esources -shall  immediately  hold 
an  examination  and  establish  an  eligible  list  for  such  position.  If 
its  annual  appropriation  is  insufficient  to  meet  the  cost  of  said 
examination,  the — MTA  Department — of  Human — Resources 
Director  of  Transpoitation/Designee  -shall  report  to  the  Mayor 
the  estimated  cost  thereof,  the  Mayor  shall  request  and  the 
Supervisors  shall  make  supplemental  appropriation  therefore  in 
the  manner  provided  herein  for  supplemental  appropriations. 


Rule  414 
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Appointments 

Article  IV:  Appointment  by  Reinstatement 


Applicability: 


I'lic  prcnision^  ofArticle  IW  Rule  414,  shall  appK'  to  einplo\'ees  in  all  MTA 

Service-Critical  classes. 


Sec.  414.2^26  Reinstatement 

414.2^26.1  A permanent  employee  who  accepts  permanent  appointment  to 
a position  in  another  class  shall  be  permanently  separated  from 
any  former  position,  with  the  following  exception:  the 
employee  may  be  reinstated  to  a vacant  position  in  any  former 
class  in  which  the  probationary  period  had  been  completed 
upon  the  employee's  written  request  on  the  prescribed  form  and 
with  the  approval  of  the  appointing  officers  in  both  the  present 
department  and  the  former  department  or  the  department(s)  to 
which  reinstatement  is  requested.  A copy  of  the  approved 
form(s)  must  be  filed  maintained  in  with  the  MTA  Office  of  the 
Director  of  Transportation^Desienee  and  the  City’s  Department 
of  Human  Resources. 

414.2226.2  An  employee  serving  a promotive  probationary  period  shall  be 
reinstated  to  a vacant  position  in  any  former  class  in  which  the 
probationary  period  had  been  completed  upon  the  employee's 
written  request  on  the  prescribed  form  and  with  the  approval  of 

the  Human Resource Director — MTA  Director  of 

T ranspoitatioH'  Desi  enee. 

1)  A request  for  reinstatement  under  this  section  shall  not 
extend  the  probationary  period  or  infringe  upon  an  appointing 
officer's  authority  to  terminate  an  employee. 

2)  An  approved  request  for  reinstatement  shall  remain  in 
effect  until  the  employee  is  either  reinstated,  separated,  refuses 
an  offer  of  reinstatement,  or  such  a request  is  canceled  by  the 


Human 


-Re 


Director 


T ransportation/'Desi  unec. 


MTA 


Director 


of 


3)  Separation  of  the  employee  shall  nullify  all  requests  for 
reinstatement  appro\'ed  under  this  section. 


Sec.  414.2226  Reinstatement  (Cont.) 
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414.2^26.2  (Cont.)  | 

4)  The  employee  shall  receive  one  offer  of  reinstatement. 

Failure  to  accept  a reinstatement  offer  shall  forfeit  all 

rights  to  reinstatement  under  this  section. 

5)  A reinstatement  under  this  section  shall  be  under  the  l^le 
eT — Oner  applicable  procedures  of  the  Civil  Service 
Commission. 

6)  If  more  than  one  request  for  reinstatement  under  this 
section  is  on  file,  the  person  with  the  greater  seniority  in  the 
class  to  which  reinstatement  is  requested  shall  be  reinstated 
first. 

414.2226.3  Reinstatement  to  a position  in  a former  class  and  department  | 
shall  be  with  former  civil  service  seniority  standing  in  that 
department  and  no  probationary  period  shall  be  required. 

414.2226.4  Reinstatement  from  a position  within  MTA  to  a another 

position  in  a former  class  m-  another  within  the  department  | 
shall  require  a new  civil  service  seniority  date  in  that 
department  from  the  date  of  such  reinstatement  and  shall 
require  a new  probationary  period  as  provided  elsewhere  within  I 
these  Rules..  | 

Sec.  414.2827  Reinstatement  Following  Transfer  | 

An  appointment  by  transfer  shall  cancel  all  rights  to  the 
position  from  which  transferred  except  that,  prior  to  the 
completion  of  the  probationary  period,  a transferee  may  request 
reinstatement  to  a vacancy  in  a position  in  the  same  class  and 
department  from  which  transferred  in  accordance  with  the 
procedures  established  in  this  Rule. 

Sec.  414.2^28  Restrictions  on  Reinstatement  | 


Appointments  by  reinstatement  are  subject  to  the  appointment 
provisions  found  elsewhere  in  this  Rule. 
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Appointments 

Article  V:  Reappointment 

1~hc  ;^ro\  isions  (if  Article  \'.  Rule  414,  shall  apply  tc)  cinploN'ccs  in  all  MTA  | 

Service-Critical  classes  [ 

Reappointment  after  Resignation  | 

A permanent  appointee  who  has  completed  the  probationary  | 

period  who  resigns  and  whose  services  have  been  certified  as 
satisfactory  by  the  appointing  officer,  or  except  as  otherwise 
ordered  by  the  Commission  in  the  case  of  services  certified  as 
unsatisfactory,  shall  be  permanently  separated  from  such 
appointment  except  as  follows; 

Except  for  the  members -of  the  uni-fonned  ranks  of  the  Police 

and  Fire  D0partment,-Uupon  request  on  the  prescribed  form 
within  a four  year  period  after  the  effective  date  of  the 
resignation,  the  resignee.  with  the  approval  of  an-appointi-Hg 
officer  the  MTA  Director  of  Transportation/Desiunee.  -may  be 
appointed  ahead  of  eligibles  to  a vacancy  in  a permanent 
position  in  the  class  from  which  resigned  in  any  department. 

A separate  request  must  be  filed  with  each  department  to  which  | 
reappointment  is  desired.  An  approved  copy  of  the 
reappointment  form(s)  must  be  filed  with  the  office  of  the 
MTA  Director  of  Transportation/Pesignec.  the  Depart  men  t-ef 
H-u-man-Tle-seurc-esT 

-Consistent — with — the — above procedure. — members — of  the 

iinifomied  ranks  of  the  Police  and  -Fire  Department  shall  ha\  e 

two  years  from  the  erfecti\  e date  of  the  resignation  to  request 

and  to  be  reappointed. 

414.^29.S.4-  If  a vacancy  does  not  exist  in  the  class  from  which  resigned 
from  City  and  County  Service,  or,  if  otherwise  approved  by  the 

Human Resources Director  MTA  Director  of 

TransportatioiTDesiimce,  subject  to  appeal  to  the  Civil  Service 
Commission,  a resignee  may  re-enter  the  service  to  a vacancy 
in  any  former  class  in  which  the  probationary  period  had  been 
completed,  in  any  department  with  the — approval — of  the 
appointing  officer. 


Applicability: 

Sec.  414.^29 
414.^29.1 

414.^29.2 

414.^^.3 
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Sec.  414.3^29  Reappointment  after  Resignation  (Cont.)  | 

414.3^29.6.5  When  reappointed,  the  resignee  shall  enter  the  service  as  a | 
new  appointee  with  no  rights  based  on  prior  service  except 
such  as  may  be  specifically  provided  elsewhere  in  these  Rules, 
in  the  Vacation,  Sick  Leave  and  any  other  Ordinances  as 
appropriate,  and  in  the  examination  procedures  with  respect  to 
credit  for  prior  City  and  County  Service. 

Sec.  414.3430  Restrictions  on  Reappointment  | 

Reappointments  are  subject  to  the  appointment  provisions 
found  elsewhere  in  this  Rule. 
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Appointments 

Article  VI:  Appointment  by  Transfer 

Applicability:  Hie  provisions  of  Article  \'I.  Rule  414.  shall  apply  to  employees  in  all  MTA  I 

Sen  ice-Criiical  classes  | 

Sec.  414.^31  Transfer  - General  | 

414.T5^.1  A transfer  of  a permanent  appointee  who  has  completed  the  [ 
probationary  period  to  a position  in  the  same  class  under  another 
appointing  officer  shall  be  requested  on  the  form  prescribed  by 
the  City's  Human  Resources  Director.  | 

414.^31.2  A properly  completed  transfer  form  approved  by  the  | 
appointing  officer  or  designee  of  the  department  to  which 
transfer  is  requested  shall  be  filed  in  the  requested  department  ^ 
well  as  the  employee's  current  department.  A copy  of  the 
approved  form  shall  also  be  filed  with  the  office  of  the  MTA 
Director  of  Transportation  Designee  and  the  City's  Department 
of  Human  Resources  and  in  the  employee's  current- department  ^ 

within  two  business  days  of  approval. 

414.3T31.3  Appointees  accepting  a new  appointment  by  transfer  shall  | 
give  a minimum  period  of  notice  prior  to  separation  from  their 
current  department  of  15  working  days,  unless  the  current 
department  approves  a shorter  period  of  notice. 

414.^31.4  Appointments  by  transfer  are  subject  to  the  appointment  | 
and  probationary  provisions  of  these  Rules. 

414.3431 .5  Appointment  by  transfer,  will  cancel  all  other  transfer  | 
requests  which  have  been  filed. 

Sec.  414.3432  Transfer  from  Position  Not  Full-Time  | 

A permanent  appointee  to  a part-time  position  or  a position  not 
full  time  on  an  annual  basis  and  who  ser\-es  under  such 
appointment  continuously  for  one  year,  may  request  transfer  to  a 
regular  full-time  position  in  accordance  with  the  provisions  of 
this  Rule. 
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Sec.  414.^33  Transfers  Occasioned  bv  Reduction  of  Force  Due  to  | 
Technological  Advances.  Automation,  or  the  Installation  of 

New  Equipment 


Permanent  civil  service  employees  who  have  completed  their 
probationaiy^  period  and  who  are  subject  to  layoff  because  of 
technological  advances,  automation,  the  installation  of  new 
equipment,  or  the  transfer  of  functions  to  another  jurisdiction 
may  submit  a request  to  the  MTA  Human  Resources  Director 
Director  of  Transportation  Designee  for  transfer  to  a position 
within  their  capacities  to  perform,  whether  or  not  within  the 
class  for  which  they  qualified  for  appointment.  Such  request 
for  transfer  shall  be  subject  to  the  following: 

414.^^.!  Request  for  transfer  shall  be  submitted  on  the  prescribed  form 
prescribed  by  the  Human  Resources— Director  and  shall  be 
approved  by  the  appointing  officer  or  designee  of  the 
department  to  which  transfer  is  requested. 

414.^33.2  The  position  to  which  transfer  is  requested  shall  not  be  to  a 
class  with  more  than  a five  percent  (5%)  increase  in 
compensation. 

414.3433.3  The  City's  Human  Resources  Director  or  the  MTA  Director  of 
Transportation  may  administer  any  examinations  which,  in  the 
judgment  of  the  Human  Resources  Director  or  the  MTA 
Director  of  Transportation  are  deemed  advisable  to  test  the 
capacity  of  the  employee  to  perform  the  duties  in  the  position 
to  which  transfer  is  requested,  unless  the  transfer  is  to  a 
position  in  the  same  class  or  a closely  related  class. 


414.3433.4  Employees  so  transferred,  who  are  not  suited  to  the  position,  | 
may  be  given  an  opportunity  for  further  transfer  to  other 
positions  within  their  capacities  to  perform. 

414.3433.5  In  the  event  of  layoff  of  an  appointee  who  occupies  a position  ] 
through  transfer  under  the  provisions  of  this  section,  such 
layoff  shall  be  in  accordance  with  the  applicable  provisions  of 
the  Layoff  Rule.  Seniority  shall  be  calculated  from  the  date  of 
certification  in  the  class  from  which  transferred. 


414.3433.6  Employees  transferred  under  the  provisions  of  this  section  may  | 
request  reinstatement  to  the  former  class  in  accordance  with  the 
Reinstatement  Rule. 
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Sec.  4 14. .^433  Transfers  Occasioned  by  Reduction  of  Force  Due  to 

Technological  Advances,  Automation,  or  the  Installation  of 

New  Equipment  (Cont.) 

414.^^.7  In  the  event  that  more  than  one  approved  transfer  to  the  same 
class  is  on  file  in  the  Department  of  Human  Resources, 
preference  shall  be  given  to  the  appointee  who  has  the  longest 
service  under  civil  service  permanent  appointment  in  the  class 
from  which  layoff  is  to  be  made. 

414.4433.8  An  appointee  transferred  under  the  provisions  of  this  section 
shall  serve  a probationary  period  in  the  new  class. 

Sec.  414.3334  Transfers  Occasioned  by  the  Transfer  of  Functions  from 
One  Department  to  Another 

414.33^.1  When,  in  accordance  with  Charter  provisions,  part  of  the 
functions  and  duties  of  any  department  are  transferred  to 
another  department,  the  employees  performing  such  functions 
and  duties  shall  be  transferred  therewith. 

414.3334.2  Such  employees  shall  retain  in  their  new  department  the  same 
salary  and  civil  service  seniority  status  as  they  had  in  the 
department  from  which  transferred. 

414.3334.3  Employees  transferred  in  accordance  with  this  Rule  shall  not  be 
required  to  serve  a new  probationary  period. 

Sec.  414.3435  Limited-Term  Transfer 

414.3435.1  Definition 


The  transfer  of  a permanent  appointee  to  a vacant  position  in 
the  same  class  under  another  appointing  officer  for  a specified 
duration  of  time  may  be  approved-4y4he-appointing  officers  of 
beth-departments  and  the  Human  Resources -Dir-eetoi^anT-shall 

be  known  as  a "limited-term  transfer." 

414.3435.2  Purpose 


The  purpose  of  a limited-term  transfer  is  to  more  efficiently 
utilize  and  exchange  human  resources  among  the  departments 
of  the  City  and  County;  to  allow  employees  exposure  and 
training  in  other  departments;  and  to  provide  a mechanism  for 
reducing  staffing  levels  during  slow  periods  or  periods  of  fiscal 
emergency  and  to  temporarily  increase  staffing  during  peak 
work  periods. 


I 
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Sec.  414.3435  Limited-Term  Transfer,  (cont.) 

414.M^.3  Types  of  Limited-Term  Transfers 

1)  Voluntary:  A limited-term  transfer  may  be  initiated  on  the 
written  request  of  an  employee  on  the  prescribed  form. 
prescribed  by  the-Human-Reso-urees  Director:-Upon  receipt  of 
a written  request  from  an  employee  and  no  less  than  fifteen 
(15)  working  days  prior  to  implementation,  the  designated 
union  of  the  employee  shall  be  provided  written  notice.  The 
union  shall  have  five  (5)  working  days  from  the  date  of  the 
notice  to  request  a meeting  with  the  appointing 
officer/designee.  Within  five  (5)  working  days  from  the  date  of 
the  union  request,  a meeting  shall  be  held  . If  the  union  is 
unavailable  to  meet  within  the  five  (5)  working  days  following 
the  request  to  meet,  the  unavailability  of  the  union  shall 
constitute  a waiver  of  the  right  to  meet.  Unavailability  of  the 
appointing  officer/designee  shall  constitute  an  extension  of  the 
timelines.  The  timelines  may  also  be  extended  through  mutual 
written  agreement. 

2)  Mandatory:  A permanent  or  probationary  employee  may 
be  transferred  by  the  employee's  appointing  officer  for  a 
specified  period  up  to  a maximum  of  six  months  in  any 
calendar  year  to  a position  in  the  same  class  under  another 
appointing  officer.  Such  transfers  shall  be  made  by  class  in 
reverse  order  of  seniority  in  the  class  in  the  department  after  all 
permanent  and  probationary  employees  in  the  class  have  been 
canvassed  and  all  more  senior  employees  have  been  notified 
and  have  waived  the  right  to  request  a voluntary  limited-term 
transfer.  The  employee  shall  receive  at  least  five  working  days 
written  notice  in  advance  of  the  effective  date  of  the  transfer 
and  shall  be  given  an  opportunity,  if  requested,  to  meet  and 
confer  with  the  appointing  officer/designee  and  the  designated 
union  representative.  No  permanent  employee  shall  be  placed 
on  mandatory  limited-term  transfer  if  there  are  temporary  or 
provisional  employees  in  the  same  class  in  the  department  from 
which  the  transfer  originates. 
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Sec.  414.^^35  Limited-Term  Transfer,  (cont.) 


414.^^35.4  Expiration  and  Extension 

1)  Limited-term  transfers  will  remain  in  force  for  the  period 
specified  unless  abridgment  is  approved  by  both  appointing 
officers. 

2)  \"oluntaiy-  limited-term  transfers  may  be  extended  for 
additional  periods  of  time  with  the  approval  of  the  emplox'ee, 
the  MTA  Director  of  Transportation  Designee  appointing 
officer  and  the  Human-ReseuFces- Director. 

3)  Upon  expiration  of  the  period  of  the  transfer,  the  transferee 
shall  be  automatically  reinstated  to  a permanent  position  in  the 
class  and  depanment  from  which  transferred. 

414.3435.5  Probationaiv'  Period 

1)  A limited-term  transferee  shall  not  seive  a new 
probationaiv'  period;  however,  nomithstanding  an\'  other 
provision  of  these  Rules,  with  the  appro^■al  of  the  appointing 
officer  in  the  department  to  which  transferred,  the  time  ser\  ed 
during  a limited-term  transfer,  or  a ponion  thereof,  may  be 
counted  toward  the  completion  of  the  probationary^  period  if  the 
transferee  requests  and  is  granted  a permanent  transfer  and 
commences  a probationaiy  period  in  the  new  department. 

2)  An  appointee  who  is  transferred  under  the  provisions  of  this 
Rule  while  seiving  a probationary  period  in  the  department 
from  which  transferred  shall  complete  the  probationary'  period 
upon  reinstatement  to  the  original  department;  howe\'er,  an 
appointing  officer  may,  notwithstanding  any  other  provision  of 
these  Rules,  credit  the  time  served  during  a limited-term 
transfer  or  a portion  thereof  toward  the  completion  of  the 
probationary'  period  in  the  original  department. 

414.3435.6  Disciplinary  Action 

A limited-term  transferee  is  an  appointee  in  the  department  to 
which  transferred  during  the  period  of  the  transfer  for  the 
purpose  of  disciplinary  action. 


♦ 
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Sec.  414.^35  Limited-Term  Transfer  (cont.) 


414.M^.7  Temporary  Positions 


Limited-term  transfers  which  are  not  made  to  permanent 
positions  may  be  made  to  positions  which  are  funded  on  a 
temporary  basis  with  the  certification  of  the  Controller  that 
funds  for  the  payment  of  mandatory  fringe  benefits  are 
available  in  the  department  to  which  transferred.  Appointees 
so  transferred  retain  all  the  rights  and  benefits  of  permanent 
appointees. 

414.^35.8  Seniority 

Appointees  returning  to  their  original  departments  following  a 
limited-term  transfer  are  reinstated  with  full  seniority.  No 
deduction  from  seniority  in  the  original  department  shall  be 
made  for  any  period  of  limited-term  transfer. 

414.M^.9  Layoff 


An  appointee  who  is  laid  off  while  on  a limited-term  transfer 
shall  be  automatically  reinstated  to  a permanent  position  in  the 
class  in  the  department  from  which  transferred. 
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♦ 


Article  Vl-k-  Emplt^vmenf  in  Class  8304  Deputy  Sheriff  and  Class 


♦ 
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Rule  414  I 

Appointments 

Article  Vll:  Exempt  Appointment  | 

Applicability:  The  provisions  of  Article  VH,  Rule  414.  shall  apply  to  employees  in  all 

M TA  Service-Critical  classes  | 


Sec.  414.4436  Exclusions  from  Civil  Service  Appointment  | 

All  permanent  employees  of  the  City  and  County  shall  be 
appointed  through  the  civil  service  process  by  competitive 
examination  unless  exempted  from  the  civil  service 
examination  and  selection  process  in  accordance  with  Charter 
provisions.  Appointments  excluded  by  Charter  from  the 
competitive  civil  service  examination  and  selection  process 
shall  be  known  as  exempt  appointments.  Any  person 
occupying  a position  under  exempt  appointment  shall  not  be 
subject  to  civil  service  selection,  appointment,  and  removal 
procedures  and  shall  serve  at  the  pleasure  of  the  appointing 
officer. 

Sec.  414.4S37  Charter  Limit  on  Certain  Categories  of  Exempt  | 
Appointments 


414.4537.1  The  proportion  of  full-time  employees  in  the  exempt  | 
categories  included  under  Charter  Sections  10.104-1  through 
10.104-12  to  the  total  number  of  civil  service  employees  of  the 
City  and  County  shall  not  be  greater  than  the  proportion 
existing  on  July  1,  1994,  except  as  authorized  in  this  Article. 
As  certified  by  the  Civil  Service  Commission  at  its  meeting  of 
November  18,  1996,  the  ratio  on  July  1,  1994  of  full-time 
exempt  employees  to  the  total  full-time  City  and  County  work 
force  was  two  percent  (2%). 
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414.45^.2  In  accordance  with  Charter  Section  10.104,  the  Civil  | ^ 

Ser\-ice  Commission  may,  by  express  approval,  authorize  that 
full-time  positions  conforming  to  the  criteria  established  in  this 
Section  in  the  categories  defined  in  Charter  Sections  10.104-1 
through  10.104-12  in  excess  of  the  Charter  limitation  be 
excluded  from  civil  service  selection  and  removal  procedures 
and  be  filled  tlirough  exempt  appointment. 

414.-4#^.3  Requests  for  exemption  under  this  section  must  conform  to 
the  following; 

1)  The  position  to  be  exempted  must  be  in  one  of  the 
categories  defined  in  Charter  Sections  10.104-1  through 
10.104-12. 

2)  The  action  of  exempting  a particular  position  shall  not 
directly  affect  the  civil  service  rights  of  an  incumbent  regularly 
occupying  such  position  on  a permanent  civil  service  basis. 

3)  The  MTA  Human — Resources — Director — Director  of 
Transportation'Designee  recommends  the  exemption  and 
certifies  that  the  exemption  action  shall  not  directly  affect  an 
incumbent  civil  service  appointee  to  the  position. 

4)  The  request  for  exemption  is  made  and  approved  by  an 
appointing  officer  or  an  elected  official;  a request  from  a 
department  under  the  City  Administrator  must  be  approved  by 
the  City  Administrator. 

5)  The  official  making  the  request  provides  \\’ritten 
justification  as  to  the  reasons  the  position  should  be  exempted. 

414.4^37.4  An  appointing  officer  or  an  elected  official  may  submit  a | 
request  to  exempt  a position  under  this  section  to  the  Civil 
Servdce  Commission  through  the  Human  Resources  Director. 

If  the  Director  recommends  approval,  the  request  shall  be 
transmitted  to  the  Civil  Ser\’ice  Commission  for  review  and 
action;  if  the  Director  denies  a request,  the  appointing  officer 
shall  be  notified  in  writing  of  the  denial  and  the  reasons  for 
such  action. 


414.-1#^.5  The  decision  of  the  MTA  Human  Reseurees- Direc-toF 
Director  of  Transportation'Designee  is  appealable  to  the  Civil 
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Service  Commission  within  30  calendar  days  of  the  date  of  the 
notice  of  denial.  The  Commission  decision  on  the  appeal  shall 
be  final. 


414.4?^.6  This  section  as  adopted  by  the  Civil  Serv'ice 

Commission  at  its  meeting  of  November  18,  1996  was 
approved  by  the  Board  of  Supervisors  on  January  3,  1997 
(Resolution  Number  222-96-4). 

414.37.7  Pursuant  to  Charter  Section  8A.104:  The  MTA  Director  of 

Transnortation/Desiunce  may  create  new  classifications  e.xcmpt 

from  the  Civil  Service  System  for  manauerial  employees  in 

addition  to  those  e.xempt  positions  provided  in  Section  10.104; 

provided,  however,  that  the  total  number  of  such  e.xempt  new 

positions  shall  not  exceed  1.5  percent  of  the  A^enevN  total 

workforce,  exclusive  of  the  exempt  positions  provided  in 

Section  10.104.  This  provision  shall  not  be  utilized  to 

eliminate  personnel  holding  existing  permanent  Civil  Service 

managerial  positions  on  November  2,  1999. 

Persons  serving  in  e.xempt  managerial  positions  shall  ser\'e  at 

the  pleasure  of  the  Director  of  Transportation. 

The  Civil  Service  Commission  shall  annually  review  both 

exempt  and  non-exempt  classifications  of  the  Agency  to  ensure 

compliance  to  Charter  Section  8A.104 
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Rule  415 

Rules  Related  to  the  Employment  of 
Persons  With  Disabilities 

Article  I:  Exempt  Employment  of  Individuals  who  are 
Severely  Disabled 

Applicability:  The  provisions  of  Article  I.  Rule  415,  shall  apply  to  employees  in  all  M l'A  Sei  vice-Crilical 


Sec.  415.1 

Rule  Prescribed  - Authority  - Purpose 

Sec.  415.2 

Designated  Positions 

Sec.  415.3 

Definition  and  Certification  of  Individuals  Who  are  Severelv  Disabled 

Sec.  415.4 

Appraisal  of  Qualifications 

Sec.  415.5 

Referral  of  the  Individual  Who  is  Severelv  Disabled  to  the 

Department 

Sec.  415.6 

Appointment  and  Evaluation  Period 

Sec.  415.7 

Performance  Appraisal  During  Evaluation  Period 

Sec.  415.8 

Termination  During  Evaluation  Period 

Sec.  415.9 

Advancement  to  Permanent  Civil  Service  Status 

Sec.  415.10 

Computation  of  Seniority  for  Individuals  Who  are  Severelv  Disabled 
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Article  11:  Rules  Related  to  the  Americans  With  Disabilities  Act 

Applicability:  rhe  pun  :^lons  of  Ariiclc  11.  Rule  415.  shall  apply  to  employees  in  all  MTA  Sen  ice-Critica! 


classy 

of  R,„.  ,5  ,,pply  on.p,owe= ull 

Sec.  415.11 

Rule  Prescribed  - Authoritv  - Purpose 

Sec.  415.12 

Procedures 

Sec.  415.13 

Placement 

Sec.  415.14 

Certification  and  Appointment 

Sec.  415.415 

Probationary  Period 

Sec.  415.16 

Separation  of  Persons  Appointed  Under  This  Rule 

Article  III:  Resolution  of  Disputes 

Applicability;  The  pnvcisions  of  Article  111.  Rule  415.  shall  apply  to  employees  in  all  MTA  Service-Critu 
classesT-nk^^Ahern-i^e  tttvtexl.  the  provisional  of  Rule  15  apply- to  employees  in  all  classes 

Sec.  415.17  Resolution  of  Disputes 
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Rule  415  1 

Rules  Related  to  the  Employment  of 

Persons  with  Disabilities 

Article  I:  Exempt  Employment  of  Individuals 
who  are  Severely  Disabled 

Applicability; 

Tlie  provisions  of  .\rt;c!e  I.  Rule  415.  shall  aoplv  to  etnplovees  iu  all  .\IT.A  Service-Critical 

classes.  | 

Sec.  415.1 

Rule  Prescribed  - Authoritv  - Purpose 

415.1.1 

In  accordance  with  Charter  Section  10.104,  the  Civil  Service  Commission  does 
prescribe  and  adopt  this  Rule  which  shall  have  the  force  and  effect  of  law  to 
implement  the  Charter  provision  and  to  provide  an  orderly  and  effective  process 
for  the  exempt  employment  and  advancement  to  permanent  civil  service  status 
of  individuals  who  are  severely  disabled  under  the  terms  and  conditions 
authorized  by  the  Charter. 

415.1.2 

This  Rule  is  not  intended  to  preclude  or  in  any  way  inhibit  the  employment  of 
individuals  who  are  severely  disabled  through  the  regular  examination  process 
or  from  provisional  appointment  as  provided  elsewhere  in  these  Rules. 

Sec.  415.2 

Designated  Positions 

415.2.1 

An  appointing  officer  The  MTA  Director  of  Transportation  or  authorized 
representative  may  identify  entry-level  positions  in  the  department  for  the 
appointment  of  individuals  who  are  severely  disabled  and  thereupon  notify  the 
City  A Human  Resources  Director  in  writing  of  the  positions  so  identified. 

415.2.2 

Such  positions,  when  approved  by  the  City’s  Human  Resources  Director  shall 
be  designated  for  the  employment  of  individuals  who  are  severely  disabled  and 
shall  hereinafter  be  known  as  a "designated  position." 

415.2.3 

With  the  approval  of  the  City’s  Human  Resources  Director,  the  appointing 
officer  or  authorized  representative  may  rescind  such  designation  at  any  time 
prior  to  the  appointment  of  an  individual  pursuant  to  this  Rule.  When  a 
designated  position  becomes  vacant,  the  appointing  officer  may  continue  or 
cancel  such  designation. 
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Sec.  415^ 

415.5.2 

Sec.  415.6 
415.6.1 

415.6.2 

415.6.3 

Sec.  415.7 


Civil  Ssr.  ice  Commission 


Referral  of  the  Individual  is  Severely  Disabled  to  the  Department. 

iCon‘t) 

The  candidate  and  the  audiorized  deparmnenml  representative  shaii  each  ai'.-ise 
the  Cin/s  Human  Resources  Director  of  their  assessment  of  me  pcsiticn  nnaer 
consideration.  The  decision  by  the  candidate  to  refuse  due  ncsiticn  cr  ry  the 
department  to  reject  a candidate  shall  be  final  and  is  net  subject  tc  mpeal  except 
as  provided  under  the  anti-discrimination  pro'.fsiorn  of  Charter  Secticn  3.f  f 1 ; 
and  these  Rules. 

Appointment  and  Evaluation  Period 

A candidate  selected  for  appointment  under  thus  Rule  shall  be  a permanent 
exempt  appointee  subject  to  the  one-year  evaluation  peried  prescribed  by 
Charter. 

The  pro\'isiorLS  found  elsewhere  in  these  Rules  govemunr  me  exter.5icn  cf  the 
probationary  period  for  regular  civil  sendee  appointees  shall  be  applicable  to  me 
one-\'ear  e\  aluation  period. 

The  evaluation  period  is  the  critical  phase  of  due  selection  process  and  shall  be 
used  as  a trial  period  in  order  to  determine  the  ability  of  indi'-dduals  'vho  are 
severely  disabled  to  perform  the  assigned  duties  of  me  position  to  v.hhoh 
appointed. 

Performance  Appraisal  During  Evaluation  Period 

In  accordance  with  existing  procedures  of  me  perform^ance  appraisal  system., 
performance  appraisal  reports  shall  be  ntitten  during  the  evaluarlon  period  by 
the  immediate  supervisor  of  individuals  who  are  severely  disabled  according  to 
the  following  schedule: 

1)  at  the  end  of  the  first  three  months: 

2)  at  the  end  of  the  si.xth  mionth  covering  me  fourm  mrc 
and 

3)  at  the  end  of  the  ele^'enth  month  covering  the  sevenm 
month. 
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Sec.  415.8 

415.8.1 

415.8.2 


Sec.  415.9 
415.9.1 


415.9.2 

Sec.  415.10 


Termination  During  Evaluation  Period 

Consistent  with  Charter  authority  governing  the  employment  of  individuals 
exempt  from  the  civil  service  provisions  thereof,  during  the  evaluation  period, 
individuals  appointed  under  this  Rule  serve  at  the  discretion  of  the  appointing 
officer. 

At  an\'  time  during  the  evaluation  period,  the  appointing  officer  may  terminate 
the  appointee  by  gi\  ing  written  notice  to  the  individual  and  to  the  City's  Human  ] 
Resources  Director  specifying  the  reasons  therefor.  The  decision  of  the 
appointing  officer  shall  be  final  and  is  not  subject  to  appeal  except  as  provided 
under  the  anti-discrimination  provisions  of  Charter  Section  3.661(c)  and  these 
Rules. 

Advancement  to  Permanent  Civil  Service  Status 

The  appointing  officer  shall,  in  accordance  with  procedures  prescribed  by  the 
City's  Human  Resources  Director,  notify  the  City's  Human  Resources  Director,  | 
in  writing,  of  the  completion  of  the  evaluation  period  and  shall  certify 
satisfactory  job  performance  during  the  evaluation  period  in  order  to  advance 
the  individual  who  is  severely  disabled  to  permanent  civil  service  status. 

Upon  advancement  to  permanent  civil  ser\dce  status,  appointees  shall  not  be 
required  to  serve  a probationary  period  and  shall  acquire  all  the  rights  of  a 
regular  civil  service  appointee  who  has  completed  the  probationary  period. 

Computation  of  Seniority  for  Individuals  Who  are  Severely  Disabled 

Notwithstanding  any  other  provisions  of  these  Rules: 

1)  Seniority  for  the  purpose  of  layoff  shall  be  calculated  from  the  date  an 
individual  who  is  severely  disabled  began  to  work  in  an  exempt  status  in  the 
designated  position  in  a class  in  a department. 

2)  During  the  evaluation  period,  individuals  appointed  pursuant  to  this  Rule 
shall  be  compared  with  and  ranked  for  retention  purposes  the  same  as 
probationary  civil  service  appointees. 

3)  Seniority  accmed  by  an  individual  who  is  severely  disabled  in  a class  and 
department  during  the  evaluation  period  shall  be  carried  forward  upon 
advancement  to  permanent  civil  servdce  status  in  the  same  class  and  department. 

4)  Seniority  in  the  event  of  a tie  shall  be  determined  by  the  appointing  officer, 
whose  decision  is  final. 
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Rule  415 

Rules  Related  to  the  Employment  of 
Persons  with  Disabilities 

Article  II:  Rules  Related  to  the  Americans  With  Disabilities  Act 


Applicability:  The  provisions  of  Article  11.  Rule  415.  shall  apply  to  employees  in  all  M l A Sci  \ ice-Ci  itical 

classes. 


Sec.  415.11  Rule  Prescribed  - Authority  - Purpose 


415.11.1  Notwithstanding  any  other  provisions  of  these  Rules,  the  Civil  Service 
Commission  does  prescribe  and  adopt  Article  II  of  Rule  415  to  enable 
implementation  of  certain  employment  provisions  of  the  Americans  With 
Disabilities  Act  (ADA). 

415.11.2  In  accordance  with  the  Americans  With  Disabilities  Act,  qualified  individuals 
with  disabilities  shall  have  equal  opportunity  in  all  aspects  of  employment.  A 
current  employee  who  is  a qualified  individual  with  a disability  and  who  cannot 
be  reasonably  accommodated  in  the  employee’s  current  class  and  department 
may  be  appointed  to  a position  in  another  class  or  another  department. 


Sec.  415.12  Procedures 

415.12.1  The  City’s  Human  Resources  Director  shall  establish  procedures  consistent  with  | 
the  ADA  for  the  appointment  of  a current  employee  who  is  a qualified 
individual  with  a disability  and  cannot  be  reasonably  accommodated  in  the 
employee’s  current  class  and  department.  Such  procedures  shall  be  in  writing 
and  shall  be  available  for  inspection  in  the  Civil  Service  Commission  office  and 
at  the  Department  of  Human  Resources. 


415.12.2  Reasonable  attempt  shall  be  made  by  the  employee’s  current  department  to 
accommodate  the  employee.  If  an  accommodation  cannot  be  made,  the 
department  shall  refer  the  employee  to  the  City’s  Department  of  Human  | 
Resources  to  search  for  another  position  for  the  employee.  The  search  shall  be 
conducted  for  no  more  than  thirty  (30)  days  from  the  date  that  the  fonns 
prescribed  by  the  City’s  Human  Resources  Director  are  completed  and  received 
in  the  City’s  Department  of  Human  Resources  from  the  employee’s  department.  | 
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Sec.  415.13 

Placement 

415.13.1 

The  Citv^s  Human  Resources  Director  shall  determine  the  priority  for  | 
processing  requests  made  under  this  Rule. 

415.13.2 

Placement  shall  be  made  only  to  an  unfilled  vacant  position. 

415.13.3 

Placement  shall  be  made  only  to  a position  for  which  the  applicant  meets  the 
qualifications  of  the  position  and  can  perform  the  essential  functions  of  the 
position,  with  or  without  reasonable  accommodation. 

415.13.4 

Placement  shall  be  made  only  to  a position  for  which  the  nearest  salary  step 
does  not  exceed  five  percent  (5%)  in  excess  of  the  employee’s  current  actual 
salaiA'. 

Sec.  415.14 

Appointment 

415.14.1 

Certification  and  permanent  appointments  i-H-id-er-this^-u-le-shall  be  made  under 
the-R-ule-efOneunder  procedures  of  the  Civil  Sen-ice  Commission.  Provisional 
appointments  shall  be  directed  made  by  the  Human  Resources  Director — under 
the  authority  of  the  ADA  and  the  Rules  of  the  Civil  Service  Commission.  -.-  Rule 
TR 

415.14.2 

Individuals  with  permanent  civil  service  status  in  the  former  class  who  have 
completed  a probationary  period  shall  have  priority  over  eligibles  on  existing 
eligible  lists. 

415.14.3 

Permanent  civil  service  status  shall  be  granted  in  the  new  class  or  department  (if 
the  position  of  the  new  class  can  be  filled  on  a permanent  basis  and)  when  the 
employee  has  permanent  civil  service  status  and  completed  the  probationary 
period  in  the  former  class  and  shall  complete  a new  probationary  period  in  the 
new  class  or  department. 

415.14.4 

Persons  serving  under  temporary  or  provisional  appointment  shall  acquire  no 
right  to  permanent  civil  service  status  through  this  Rule. 
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Sec.  415.415  Probationary  Period 


415.415.1  Permanent  employees  appointed  under  this  article  shall  serve  a probationary 
period. 

415.415.2  The  length  of  the  probationary  period  shall  be  as  provided  in  the  pertinent 
collective  bargaining  agreement  or  ordinance. 

Sec.  415.  16  Separation  of  Persons  Appointed  Under  this  Rule 

The  separation  of  persons  appointed  under  this  Rule  shall  be  governed  by  the 
legally  applicable  provisions  found  elsewhere  either  in  these  Rules  or  in  a 
collective  bargaining  agreement  or  ordinance. 
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Applicability: 


Sec.  415.17 


Rule  415 

Rules  Related  to  the  Employment  of 
Persons  with  Disabilities 

Article  III:  Resolution  of  Disputes 


The  provisions  of  Article  111,  Rule  415,  shall  apply  to  empluvcos  in  all  MTA  Service-Critical 
classes. 


Resolution  of  Disputes 

A dispute  concerning  the  application,  implementation,  or  interpretation  of  this 
Rule  shall  be  decided  by  the  City’s  Human  Resources  Director,  subject  to  | 
reconsideration  by  the  Commission  as  provided  elsewhere  in  these  Rules. 
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Rule  416 

Medical  Examinations 

Applicability:  Fhe  provisions  otRiile  416,  shall  apply  to  emplovcos  in  all  M I'A  Sei  vicc-Crilical  classo: 


Sec.  416.1 

Requirement  for  Medical  Examination  of  Appointees 

Sec.  416.2 

Medical  Examination  of  Emplovees 

Sec.  416.3 

Effect  of  Medical  Reiection 

Sec.  416.4 

Application  for  Re-Examination  Eollovving  Medical  Reiection 

Sec.  416.5 

Appeal  of  Medical  Reiection  Following  Re-Examination 

Sec.  416.6 

Failure  to  Appeal 
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ApphcabilitN : 

Sec.  416.1 
416.1.1 


416.1.2 


Sec.  416.2 
416.2.1 


Draft  2000 

Rule  416 

Medical  Examinations 

riic  pro\  isions  of  Rule  416,  shall  apply  to  employees  in  all  MTA  Service-Critical  classes. 

Requirement  for  Medical  Examination  of  Appointees 

Except  as  otherwise  provided  in  these  Rules,  all  civil  service  appointees  shall  be 
required  to  meet  acceptable  medical  standards  which  may  include  passing  a 
medical  examination  before  a physician  designated  for  such  purpose  by  the 
.\lT.-\  -Human  Resources  Director- Director  of  TransportatioiCDesi<mee.  The 
MT.A  Human  Resources -E>ireet-OF  Director  of  Transportation'Dcsismee,  in 
consultation  with  the  Director  of  Health  and  the  General  Manager  of  the 
Retirement  System  or  designees,  shall  designate  those  appointees  for  whom  a 
medical  examination  is  required;  provided,  however,  if  requested  by  a 
recognized  employee  organization  for  appointees  in  classes  under  their 
respective  jurisdictions,  a medical  examination  shall  be  required.  ; and  provided 
further  tliat  a medical  examination  shall  be  required  for  all  appointments  in  the 

uniToRnedTank-s  ef-4h€-San -Fr-aneiseo-Po-lic-e- De-p-artme-nt  and  the  San  Francisco 

Fi  re  -E)e:-partrRent . 

Persons  who  inexcusably  fail  to  complete  a required  medical  examination  or  fail 
to  follow  established  procedures  in  reporting  for  medical  examination  shall  be 
placed  under  waiver  on  all  eligibility  lists  and  shall  have  the  appointment  and/or 
certification  canceled.  Such  waiver  shall  not  be  removed  except  with  the  special 
permission  of  the  MTA  Human — Resources — Di-r-eete-r — Director  of 
Transportation 'Designee.  A second  occurrence  shall  remove  the  name  of  the 
person  from  all  eligible  lists,  and  future  employment  shall  require  the  express 

approval  of  the  MT.A.  Human Reseurces — Director  Director  of 

T ranspoilation  Desi gnee. 

Medical  Examination  of  Employees 

An  appointing  officer  or  authorized  representative  who  has  reason  to  believe 
that  an  employee  is  not  medically  or  physically  competent  to  perform  assigned 
duties,  and  if  allowed  to  continue  in  employment  or  return  from  leave  may 
represent  a risk  to  co-workers,  the  public  or  to  the  employee,  may  require  the 
employee  to  present  a medical  report  from  a physician  designated  by  the  MTA 
Human-Resources  Director  Director  of  Transportation/Designee  -certifying  the 
employee's  medical  or  physical  competency  to  perform  the  required  duties. 
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Sec.  416.2 
416.2.2 


Sec.  416.3 


Sec.  416.4 


Medical  Examination  of  Employees  Cont.) 

If  the  employee  refuses  or  fails  to  obtain  such  physician's  certificate  or  if  as  a 
result  of  a medical  evaluation  the  employee  is  found  not  to  be  medically  or 
physically  competent,  the  appointing  authority  or  authorized  representative  shall 
place  the  employee  on  compulsory  sick  leave  under  the  leave  provisions  of  these 
Rules  and  shall  immediately  report  such  action  to  the  MT'A  Director  of 
T ranspoitation/Desi unee-  H uman-Rese-ufces-^i-Feeter.  Return  of  the  employee  | 
to  duty  and  appeals  of  imposition  of  compulsory  leave  shall  be  as  provided  in 
this  Rule  for  appealing  medical  rejections. 

Effect  of  Medical  Rejection 

1)  Any  person  who  fails  to  pass  the  medical  examination  shall  be  rejected 
and  the  rejection  shall  apply  to  any  other  class  or  position  unless  the  medical 
standards  pertaining  to  the  class  or  position  in  question  are  different  and  the 
MTA  Human — Resources — Direeter — Director  of  Transportation 'Dcsimiec  | 
approves. 

2)  The  MTA  Human R-eseur-ces Di-peete-r  Director  of  I 

Transnortation/Desiunec,  upon  the  advice  of  the  medical  examiners,  is  | 
authorized  to  validate  the  appointment  of  a person  with  medically  disqualifying 
conditions  that  are  subject  to  correction  within  a reasonable  time  period,  and 
order  that  the  employment  of  such  persons  be  subject  to  passing  all  medical 
requirements  within  five  months  of  the  date  of  the  first  medical  examination,  or 
less  time,  if  conditions  warrant.  Persons  who  fail  to  pass  the  medieal 
examination  within  the  approved  time  period  shall  be  terminated. 

3)  The  name  of  an  eligible  who  is  found  to  have  a disqualifying  medical 

defect  that  is  not  correctable  shall  be  removed  from  all  eligible  lists  unless  the 
person  has  standing  on  a list  or  lists  for  which  the  medical  standards  are 
different  and  the  MTA  Human — Resourees — Direeter — Director  of 

Transportation/Dcsiunec  -approves.  | 

Application  for  Re-Examination  Following  Medical  Rejection 

A person  who  has  been  medically  rejected  may  present,  within  30  days  of  the 
notice  of  rejection,  or  the  date  of  correction  of  the  condition  leading  to  rejection, 
medical  evidence  that  the  condition  leading  to  rejection  has  been  corrected,  no 
longer  exists,  or  did  not  in  fact  exist  and  may  apply  to  the  MTA  Human  I 

Resoiifee-s Directet^Di rector  of  Transpoitation'Desifcmee  —for  medical  re-  | 

examination. 


CSC  Rules  - Volume  IV  - MTA-Service  Critical 

416.3 


(Date  Issued) 


City  and  County  of  San  Francisco  Civil  Service  Commission 

Draft  2000 


Sec.  416.5 

Appeal  of  Medical  Rejection  Following  Re-Examination 

A person  who  has  been  medically  rejected  following  re-examination  may  appeal 
the  rejection  to  the  MTA  Fluman — Resources — Direeter — Director  of 
Transpoitation/Designee  -within  ten  davs  of  the  date  of  the  notice  of  rejection 
following  medical  re-examination.  The  MTA  Human  Resources  Director 
Director  of  Transportation/Dcsignec  -shall  appoint  a medical  specialist  not  in  the 
City  and  County  service  to  conduct  an  evaluation  and  to  report  the  findings. 
Subject  to  budgetary  limitations,  this  evaluation  shall  be  conducted  at  the  cost  of 
the  City  and  County.  If  sufficient  funds  are  not  available,  the  evaluation  shall  be 
at  the  cost  of  the  person  appealing  medical  rejection.  The  decision  of  the 
medical  specialist  shall  be  final  and  no  further  appeal  shall  be  allowed. 

Sec.  416.6 

Failure  to  Appeal 

Failure  to  appeal  within  the  appeal  periods  provided  above  shall  constitute  a 
waiver  of  appeal  and  shall  cause  all  appeal  rights  for  the  rejection  in  question  to 
be  lost. 
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Rule  417 

Probationary  Period 

Applicability: 

TTie  provisions  of  Rule  417  shall  applv  to  eniplovees  in  all  MTA  Service-Critical  classes.  lrJ+vle5.s 
other-wise-nrrtvtlr-the-p ro v is  it > i is  t>  f-Ru  le-  l-C-apply-tt>-e-mpU-) yees  i n-a-li-cl-a^esT 

Sec.  417.01 

Requirement  for  a Probationary  Period 

Sec.  417.02 

Definition  of  Probationary  Period 

Sec.  417.03 

Appointments  Subiect  to  the  Probationary  Period 

Sec.  417.04 

Extension  of  the  Probationary  Period  to  Obtain  License  or  Certificate 

Sec.  417.05 

Credit  for  Probationary  Period 

Sec.  417.06 

Successiye  Probationary  Appointment 

Sec.  417.07 

Report  of  Completion  of  Probationary  Period 

Sec.  417.08 

Voluntary  Resumption  of  the  Probationary  Period 

Sec.  417.09 

Release  of  Employee  During  the  Probationary  Period 
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Rule  417  1 

Probationary  Period 

Applicability: 

1 ho  provisions  oTRiile  417  shall  appK'  lo  eniplovees  in  all  M'FA  Ser\ ice-Critical  classes.  | 

Sec.  417.01 

Requirement  for  a Probationary  Period 

417.01.1 

Any  person  appointed  to  a permanent  civil  service  position  shall  serve  a 
probationary  period. 

417.01.2 

Nothing  in  these  provisions  is  intended  to  infringe  upon  or  restrict  the  authority 
of  an  appointing  officer  in  releasing  a probationary  employee  as  provided  in 
these  Rules. 

Sec.  417.02 

Definition  of  Probationary  Period 

417.02.1 

The  probationary  period  is  defined  as  the  final  and  most  important  phase  of  the 
selection  process  and  is  to  be  used  for  evaluating  the  performance  of  an 
employee  in  the  position  to  which  appointed;  and 

417.02.2 

A period  of  regularly  scheduled  hours  worked,  excluding  any  time  off  for  leave, 
vacation,  other  types  of  time  off,  or  overtime. 

Sec.  417.03 

Appointments  Subject  to  the  Probationary  Period 

A probationary  period  is  required  for  all  of  the  following  types  of  permanent 
appointments: 

417.03.1 

Appointment  from  an  eligible  list; 

417.03.2 

Appointment  following  layoff  or  involuntary  leave  when  the  appointment  is  to  a 
class  and/or  department  other  than  the  one  from  which  laid  off,  or  when  a 
probationary  period  has  not  been  previously  served  in  the  class  and  department; 

417.03.3 

Appointments  by  transfer  to  a position  in  the  same  class  in  another  department, 
status  transfer  under  the  status  rights  of  Americans  With  Disabilities  Act 
provisions  of  these  Rules,  or  technological  transfer; 

417.03.4 

Reappointment  of  resignees; 

417.03.5 

Reinstatement  at  the  request  of  the  employee  to  a pennanent  position  in  a 
former  class  in  a department  other  than  a department  in  which  the  probationary 
period  had  been  completed  in  this  former  class; 
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Sec.  417.03 

DR.A.FT  2000 

AoDointments  Subject  to  the  Probationary’  Period  (cont.) 

417.03.6 

Advancement  from  a part-time  position  to  a full-time  position  except  if  the 
employee  had  previously  served  a probationary  period  in  a full-time  position  in 
the  same  class  in  the  same  department; 

417.03.7 

Reversion  by  a promotive  probationary  employee  to  a position  in  a former  class 
in  which  the  probationary  period  has  been  completed,  except  if  the  employee 
has  previously  served  a probationary  period  in  the  same  department  in  that  class. 

Sec.  417.04 

Extension  of  the  Probationarv  Period  to  Obtain  License  or  Certificate 

An  appointing  officer,  with  the  approval  of  the  The  Human  Resource  PirectoF. 
The  MTA  Director  of  Transportation  (appointinu  officer)  mav  extend  the  I 
probationary  period  of  a probationary’  appointee  for  up  to  a maximum  of  twelve 
(12)  calendar  months  in  order  to  allow  the  employee  time  in  which  to  obtain 
required  licenses  andy'or  certificates. 

Sec.  417.05 

Credit  for  Probationarv  Period 

417.05.1 

Time  served  while  on  leave  of  absence  to  serv'e  under  exempt,  temporary'  civil 
service,  or  provisional  appointment  under  the  same  appointing  officer  within  , 
MTA  in  another  class  during  the  probationary  period  may  be  counted  toward  the  i 
completion  of  the  probationary  period  for  the  class  from  which  leave  was 
granted.  Appointing  officers  shall  notify  the  Department  of  Human  Fvesources 
in  writinu  of  such  appointments.  Records  shall  be  maintained  and  placed  in  the 
emplovee's  personnel  file. 

417.05.2 

An  appointinu  officer  The  MTA  Director  of  Transoorlation  Desiunee  mav  credit 
as  probationary  time  served,  an  employee’s  prior  full-time  service  in  a 
permanent  position  in  the  same  class,  excluding  probationary'  time.  Such  credits 
shall  not  exceed  one-half  (1/2)  of  the  required  length  of  the  probationary  period. 

417.05.3 

An-appointinu  officer  The  MTA  Director  of  Transportation  Desiunce  mav  credit 
periods  of  limited  term  transfer  toward  the  completion  of  the  probationary- 
period  as  provided  in  the  transfer  provisions  of  these  Rules. 

Sec.  417.06 

Successive  Probationarv  Appointment 

With  the  approval  of  the  MTA  Human  Resource  DirccioF—  Director  of 
Transportation  Desienee.  an  appointing  officer,  and  with  the  concurrence  of  the 
emplovee,  may  renew  the  emplovee’s  probationarv  period  ina\  be  relieved.  The 
MTA  Human  R,esource  Director — Director  of  Transportation  Desienee  shall 
establish  the  administrative  process  and  procedures  for  accomplishing  such 
successive  probationary  appointments. 
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Sec.  417.07  Report  of  Probationary  Period 

The  af>pei-n-t-iFFj  officer  MTA  Director  of  Transportation 'Dcsienee  shall  notify 
the  appointee  and  the  Department  of  Human  Resouroes-on-thc^fon'n--and  in  the 
manner  prescribed  by  -the-Human  Resource  Director  . upon  completion  of  an 
appointee’s  probationary  period. 


Sec.  417.08  \ oluntarv  Resumption  of  the  Probationary  Period 


417.08.1  When  agreed  upon  by  the  MTA  Director  of  Transportation  Desiaiee  an 
appoi nti ng-o fficer  -and  an  employee,  and-wkh-the-appreval-of  the  MTA  Human 
Resource  Director,  a permanent  employee  past  the  probationary  period  may 
voluntarily  agree  to  serve  a new  probationary  period  in  lieu  of  the  department 
dismissing  the  employee. 


417.08.2  The  duration  of  the  resumed  probationary  period  shall  not  exceed  six  (6) 
calendar  months. 


417.08.3  During  this  resumed  probationary  period,  should  the  employee  fail  to  abide  by 
the  terms  and  conditions  of  the  probationary  period  set  by  the  department, 
subsequent  action  may  be  taken. 

417.08.4  This  resumed  probationary  period  is  subject  to  all  terms  and  conditions  of  a 
probationary  period  as  provided  elsewhere  in  these  Rules. 


Sec.  417.09  Release  of  Employee  Durin2  the  Probationary  Period 

417.09.1  Authority  and  procedures  for  release  of  probationary  employee. 

1)  An  employee  may  be  released  by  the  MTA  Director  of 
Transportation/Desiunee  appoiirtina  officer-at  any  time  during  the  probationary' 
period  upon  written  notice  to  the  employee,  and  tire  Human  Resource  Director- 

2)  Consistent  with  these  Rules  and  subject  to  the  approval  of  the 
Commission,  the  Human — Resource — Director — — MTA  Director  of 
Transportation/Desiunee  shall  establish  and  promulgate  procedures  for 
administering  and  processing  the  release  of  probationary  employees. 


41 7.09.2  Release  of  probationary  employee  for  disciplinary  reasons. 


1)  If  the  release  of  a probationary  employee  is  for  disciplinary  reasons,  a 
determination  of  the  employee’s  future  employability  shall  be  as  provided  in  this 
section. 
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Sec.  417.09  Release  of  Employee  During  the  Probationary  Period  (Cont.) 

417.09.2  2)  The  decision  on  future  employability  reached  through  the  procedures 
established  under  these  Rules  shall  be  final  and  shall  not  be  subject  to 
reconsideration. 

3)  The  Executive  Officer  shall  establish  and  promulgate  the  administrative 
process  and  procedures  including  the  time  frame  for  filing  requests  for  future 
employabilit}'  hearings. 

417.09.3  Reversion  to  Former  Class  — Released  Promotive  Probationary  Employee. 

1)  Except  if  the  release  is  for  disciplinaiy  reasons  and  subject  to  approval  of 
the  Human  Resource  Director  MTA  Director  of  Transportation  Desi unce,  an  | 
employee  released  during  a promotive  probationaiy^  period  shall  revert  to  a 
position  in  the  class  from  which  promoted.  If  necessaiy',  displacements  in  the 
former  class  shall  occur. 

2)  Except  for  reasons  beyond  the  control  of  the  Commission  or  the^feman 
Resource  Director  MTA  Director  of  Transpoitation  Desiunee.  re\'ersion  of  a | 
released  promotive  probationaiy'  employee  shall  be  accomplished  not  later  than 
thirty  (30)  days  from  the  effective  date  of  the  emploN'ee’s  release. 

3)  The  Human  Reseurce- Director  MTA  Director  of  Transpoitation  Designee  | 
shall  establish  and  promulgate  the  administrative  process  and  procedures  for  the 
reversion  of  a released  promotive  probationaiy^  employee. 
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Rule  418 

Conflict  of  Interest 

Applicability;  The  provisions  of  Rule  418,  shall  apply  to  employees  in  all  MTA  Service-Critical  classes. 


Sec.  418.1 

Charter  Restriction 

Sec.  418.2 

Additional  Part-Time  Emplov  ment 

Sec.  418.3 

Activities  Other  Than  Employment  Where  Income,  Profit,  or  Other 

Gain  is  or  May  be  Accrued 

Sec.  418.4 

Penalties 

Sec.  418.5 

lTu4mHi--R^stHfrces-Di rector-  MT.A  Director  of  Transportation  to  Act 

on  Requests 
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Rule  418 

Contlict  of  Interest 

I hc  pros  isions  of  Rule  418.  shall  apply  to  employees  in  all  MTA  Sen  ice-Critical  classes. 

Charter  Restriction 


No  officer  or  emplov’ee  of  the  City  shall  engage  in  any  activity,  emplo\ment, 
business,  professional  work,  or  enterprise  which  is  inconsistent,  incompatible, 
or  in  conflict  with  official  or  assigned  duties,  or  with  the  duties,  functions  and 
responsibilities  of  the  employee  or  officer's  appointing  power,  or  the 
department,  office  or  agency  b>'  which  employed.  Rules  and  regulations  to 
effectuate  the  purposes  and  intent  of  the  Charter  may  provide  restrictions  against 
acti\'ities.  employment,  and  enterprise  when  such  restrictions  are  found 
necessary  for  the  preser\'ation  of  the  honor  or  efficiency  of  the  City  civil  ser\ice, 
or  for  the  protection  of  the  best  interests  of  the  City  service  in  any  respect. 
(Section  8.105  of  the  Charter.) 

Additional  Part-Time  Employment 

Except  with  the  approval  of  the  Human  Resources  DircctOT  MTA  Director  of 
Transponation  Desiunee  as  herein  provided,  no  person  holding  a full-time 
position  under  permanent  or  temporary'  civil  service  appointment  (othep-than 
officei-s  and  mambers-of  tho  Fire  and  Police  Deparm rents- who-are-subjcct  to  the 

Rules  of  their  respective  Commission),  shall  engage  in  any  employment, 
position  or  seivice  (hereinafter  for  purposes  of  this  section  referred  to 
collectively  as  "employment")  in  or  out  of  the  seivice  of  the  City  in  which  the 
employee  is  required  to  perform  any  duties  for  another  employer  or  appointing 
officer,  and  for  which  the  employ'ee  is  to  receive  compensation  in  any  form, 
including  salary',  wage,  fee,  commission,  or  emolument. 

Officers  or  employees  who  offer  their  seivices  as  independent  contractors  are 
not  required  to  obtain  appro\'al  of  the  Human  Resources  DirectopMTA  Director 
of  Transponatiou  Designee  -under  Section  418.2  of  this  Rule,  but  are  governed 
by  the  provisions  of  Section  418.3.  An  independent  contractor  is  one  who  is 
rendering  seivices  for  another  and  is  not  under  the  control  and  direction  of  the 
other  but  is  in  the  pursuit  of  an  independent  calling.  For  purposes  of  this  Rule, 
the  determination  of  an  individual's  status  as  an  independent  contractor  is  based 
upon  a review  of  the  person's  income  from  the  secondary'  activity,  i.e.,  if 
deductions  are  made  for  Workers'  Compensation,  Social  Security  or 
Unemployment  Insurance,  then  the  person  is  not  considered  to  be  an 
independent  contractor. 

Additional  Part-Time  Employment  (cont.) 
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418.2.3  Approval  of  the — Human — Resourc-es — D-ifeet^r  MTA  Director  of 
Transnortation/Designee,  in  accordance  with  the  provisions  of  this  Rule,  shall 
be  requested  on  a form  provided  by  the  Depailment  of  HumanHlesources  MTA. 
Such  form  shall  include  the  following: 

1)  Approval  of  the appointing e-ffieer  MTA  Director  of 

Transportation/Designee; 

2)  A statement  reporting  the  nature  of  the  other  part-time  employment; 

3)  The  usual  place  of  such  other  employnient  and  the  work  schedule  and 
number  of  hours  of  service  required  of  the  employee  per  day  and  per  week; 

4)  The  signature  of  the  official  or  person  for  whom  or  under  whom  the 
employment  is  to  be  performed,  and  a statement  by  such  person  that  it  is 
understood  that  the  employee  is  regularly  employed  in  the  City  service  on  a full- 
time basis;  and 

5)  A statement  that  approval,  if  granted,  shall  not  be  for  more  than  six 
months,  and  if  extension  is  desired,  a new  request  form  must  be  submitted. 

418.2.4  Requests  to  engage  in  additional  employment  under  the  provisions  of  this  Rule 
will  not  be  approved  by  the  Htmi-cm— ReseuFces -Hirec-Ru— MTA  Director  oF 
Transportation/Dcsigncc  —unless  there  is  compliance  with  the  following 
condition: 

1)  That  the  employment  will  not  impair  the  efficiency  or  interfere  in  any  way 
with  the  full  and  proper  performance  of  the  employee's  regular  civil  service 
employment; 

2)  That  the  employment  will  not  be  in  a field  where  substantial 
unemployment  exists; 

3)  That  reason  exists  such  as  economic  need  or  other  special  reason  for  the 
employee  to  engage  in  such  employment; 

4)  That  the  perfonnance  of  such  employment  is  in  no  way  inconsistent, 
incompatible  or  in  conflict  with  assigned  civil  service  duties  or  responsibilities 
of  the  employee's  department  or  appointing  officer; 

5)  That  the  performance  of  such  employment  will  not  be  contrary  to  the 
interests  of  the  City  service  generally  and  will  not  lead  to  situations  which 
would  reflect  discredit  on  the  City  service. 


Sec.  418.2  Additional  Part-Time  Employment  (cont.) 
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418.2.4  (cont.) 


Sec.  418.3 

418.3.1 

418.3.2 

418.3.3 


6)  That  such  employment  will  not  require  more  than  20  hours  per  week,  nor 
more  than  three  hours  in  any  day,  or  involve  any  duty  whatsoever  of  the 
employee  during  the  employee's  regular  City  work  schedule.  An  exception  to 
the  limitation  of  three  hours  of  employment  on  any  day  may  be  made  by  the 

1 iunwn--R-esources-14hwk>FlVll^A  Director  of  Transpoilation/Pesiunee  -when  the  | 
additional  employment  is  for  the  purpose  of  accepting  relief  assignments  in  any 
emergency  service  of  the  City  government  or  when  the  Human  Resources  I 
Plrect-eF— MTA  Director  of  Transportation/Desiynee  — deems  that  other  | 
compelling  reasons  exist  for  the  approval  of  an  exception  to  the  three  hour 
limitation;  and 

7)  That  the  employment  will  not  be  in  a hazardous  occupation  that  would 
iiwolve  a substantial  risk  of  injury  to  the  employee.  The  Human  Resources 
Director  MTA  Director  of  Transpoitation/Desiunee  -will  determine  whether  | 
such  employment  is  unduly  hazardous  and  will  be  guided  in  making  a 
detemrination  by  the  Manual  of  Rules,  Classifications  and  Basic  Rates  for 
Workers'  Compensation  Insurance  as  published  by  the  California  Inspection 
Rating  Bureau. 

Activities  Other  Than  Employment  Where  Income,  Profit  or  Other  Gain  is 

or  May  be  Accrued 

No  officer  or  employee  shall  participate  in  any  activity  or  enterprise  where 
income,  profit  or  other  gain  is  or  may  be  acemed,  which  could  reflect  on  the 
honor  or  efficiency  of  the  City  service,  or  be  contrary  to  the  best  interests  of  the 
City  service  in  any  respect. 

A-ppemti-n.»-officer&-Th^  MTA  Director  of  Transportation/Desim'iee  shall  report  | 
to  the  Commission  those  activities  or  enterprises  which,  in  accordance  with  the 
provisions  of  this  section,  should  be  prohibited  to  specific  classifications  or 
positions  or  departmental  units  under  their  jurisdiction. 

The  Commission  shall  calendar  such  report  of  the  appointing  officer  for  hearing 
and  shall  give  notice  of  such  hearing  to  parties  of  interest.  If  the  report,  or  any 


part  of  the  report,  of  the 


Transportation/Designee)  is  approved  by  the  Commission,  the  appointing  officer 
shall  make  such  information  concerning  the  approval  by  the  Commission  known 
to  each  employee  affected,  and  the  engagement  in  any  such  activity  or  enterprise 
shall  thereafter  be  prohibited. 


Sec.  418.3 

418.3.1 

418.3.2 

418.3.3 
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Sec.  418.3 

418.3.4 

Sec.  418.4 

Sec.  418.5 


Activities  Other  Than  Employment  Where  Income,  Profit,  or  Other  Gain  is 

or  May  be  Accrued  (Cont.) 

No  officer  or  employee  shall  be  involved  through  secondary  parties  in  the 
engagement  of  any  activity  or  enterprise  which  the  employee  is  prohibited  from 
engaging  in  directly,  nor  in  that  connection  shall  the  employee  lend,  convey,  or 
authorize  the  use  of  any  information  or  resources  under  the  employee's  control. 

Penalties 


Violation  of  this  Rule  shall  be  deemed  insubordination,  subject  to  disciplinary 
action  as  provided  in  Sections  8.341  and  8.342  of  the  Charter. 

-Hytffl-ait— Resources -DiFeefnr—MT A Director  of  — toTransportation  Act  on  | 

Requests 

The  Human  Resources  Directoe-MTA  Director  of  Transportation  is  authorized  I 
within  MTA  to  consider  and  act  on  requests  for  approval  of  part-time  | 
employment  or  activity  in  addition  to  full-time  civil  service  employment  in 
accordance  with  the  provisions  and  requirements  of  this  Rule  and  subject  to  the 
appeal  provisions  as  provided  elsewhere  in  these  Rules. 
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Rule  419 
Resignation 

Applicability:  The  provisions  of  Rule  419,  shall  apply  t(>  employees  in  all  MTA  Scrvicc-Cntical  clas- 


e.ss  otherwise  noted,  the  provisions  of-RtfleA^-i^pplv-ltv-etHployees-iH-arll-e-rassesT 

Sec.  419.1 

Form 

Sec.  419  .2 

Certification  and  Disposition 

Sec.  419  .3 

Effective  Date  - When  Final 

Sec.  419.4 

Satisfactory  Service  - Permanent  Appointees 

Sec.  419  .5 

Satisfactory  Service  - Probationary  or  Temporary  Appointees 

Sec.  419.6 

Processino  Resignations  When  No  Written  Notice 
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419.1 


Cit\  and  County  of  San  Francisco 


Draft  2000 


Civil  Service  Commission 


Applicability: 
Sec.  419  .1 


Sec.  419  .2 


Sec.  419  .3 

Sec.  419  .4 


Rule  419  I 

Resignation 

The  pan  iNion>  of  Rule  419.  shall  apply  to  emrknecs  i:i  all  MTA  Service-Critical  classes.  | 


Form 

.A.  resignation  shall  be  immediately  reported  on  the  prescribed  form  to  the 
Department  of  Human  Resources  office  of  the  MTA  Director  of  Transportation  | 
as  provided  below.  If  an  employee  resigns  without  completing  the  form,  but 
otherwise  gives  notification  in  writing  of  the  resignation,  such  notification  shall 
be  attached  to  the  form. 

Certification  and  Disposition 

Tlie  appomtmg  olVieer- shah— eetii-f\--on--the-resign-ation  form  whether- the 

resignee's  services  have  been  satis factoiA-  or  unsatisfactory. — The  resignation  | 
shall  be  forwarded  to  the  Human  Resources  Director  for  recordation  if  services 
were  satisfactory  and  subject  to  review  by  the  Civil  Service  Commission  for 
determination  of  future  employability  if  services  were  unsatisfactory.  The  MTA 
Director  of  Transpoitation.  Designee  shall  certify  to  the  Civil  Service 

Commission  whether  the  resiunee’s  service  has  been  satisfactory  or 

unsatisfactorvv  If  the  seiwice  is  certified  as  unsatisfacton’.  the  Civil  Senice 

Commission  shall  make  a determination  of  future  emplovabilitv. 

Effective  Date  - When  Final 


A resignation  shall  be  final  on  the  effective  date  entered  on  the  resignation  form 
and  shall  not  thereafter  be  rescinded. 

Satisfactory  Service  - Permanent  Appointees 

A permanent  appointee  who  has  completed  the  probationary  period,  who 
resigns,  and  whose  services  have  been  certified  as  satisfactory  by  the  MTA 
Director  of  TransnortatioivTDesiunee  appointing  officer  shall  be  permanently 
separated  from  such  appointment  except  as  provided  in  the  reappointment 
provisions  of  the  Appointment  Rule. 


CSC  Rules  - Volume  W - MTA  Service-Critical 

419.2 


(Date  Issued) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Draft  2000 


Sec.  419  .5  Satisfactory  Service  - Probationary  or  Temporary  Appointees 


An  employee  under  probationary  or  temporary  appointment  who  resigns  and 


, shall  I 


whose  services  have  been  certified  as 


be  removed  from  the  eligible  list  from  which  appointed;  except  upon  written 


of  Transportation/Desiunee.,  the  name  of  the  resignee  may  be  returned  to  the 
eligible  list  from  which  appointed,  if  such  list  has  not  expired.  Approved 
requests  received  by  the  third  Friday  of  the  month  become  effective  on  the  first 
business  day  of  the  following  month  unless  otherwise  ordered  by— FfumuB 
ResG-urees-Eh ree-teF  MTA  Director  of  TranspoilationT^esiizncc.. 


Sec.  419  .6  Processing  Resignations  When  No  Written  Notice 


The  resignation  procedure  outlined  under  the  automatic  resignation  procedures 
of  these  Rules  shall  not  be  used  to  remove  employees  who  have  indicated  their 
intention  to  resign  and  who  leave  their  positions  in  good  standing  without 
submitting  a properly  completed  resignation  form  and  who  cannot  be  located  for 
the  purpose  of  signing  a resignation  form.  Such  employees  are  to  be  separated 
in  accordance  with  the  provisions  of  this  Rule  by  submission  from  the 
appointing  officer  of  an  unsigned  resignation  with  a letter  of  explanation 
attached.  A copy  of  both  the  resignation  and  the  accompanying  letter  are  to  be 
sent  to  the  employee  at  the  employee's  last  known  address  by  certified  mail. 
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Rule  420 

Leaves  of  Absence 


Applicability:  The  pio\  isioiis  of  Rule  420  appK’  to  employees  in  all  MTA  Son  icc-Critical  classes  except  as  may  be 
superceded  b\  a eollecti\e  baieainiiv-:  aHreement  for  those  emplmees  subject  lo  Charter  Section 

8.409.  However,  all  derinitioiis  in  this  Rule  are  applicable  tc  enifdovees  in  all  classes.  The 
prvn  isioii.s  of  Rule  20  a}>pl^tt)-ir]i-f>ffieers-and-efflplm-ees  except -its  noted  or  us  specifically  e.vcludedr 
or  except- as  may-be  superceded  by  a colkv4} ve-bargaiHirre -agreement  lor  those  employees  subject  to 


4409-aHd-b-440— Ho 


I detlnitH 


in  all  classes: 

Article  I:  Leaves  of  Absence  - General  Requirements 
Article  II:  Sick  Leave  - General  Provisions 


Article  III: 
Article  I\": 
Article  V: 
Article  VI: 
Article  VII: 
Article  VIII: 
Article  IX: 
Article  X: 


Sick  Leave  With  Pay 
Sick  Leave  Without  Pay 
Compulsory  Sick  Leave 
Disability  Leave 

Military,  War  Effort  and  Sea  Duty  Leaves 
Unpaid  Administrative  Leave  or  Furlough 
Other  Leaves  of  Absence 
Appeal  Procedures 


- MTA  Service-Critical 
420.1 
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Dram  2000 

Rule  420 

Leaves  of  Absence 


Article  I:  General  Requirements 


A p p l i c ab i 1 i t >• : The  pitn  isioiis  of  Rule  420  apply  to  employees  in  all  MTA  Scr\  icc-Oitical  classes  except  as  may  be 
suporcoded  bv  a collective  haitiainiim  atiiccrnciU  for  tliose  employees  subject  to  Charter  Section 

S.400.  Ibiwcvcr.  all  definitions  in  this  Rule  ai'c  applicable  to  employees  in  all  classes. 


Sec.  420.1  Leaves  of  Absence  - General  Requirements 

420.1.1  Leaves  of  absence,  hereinafter  referred  to  in  this  Rule  as  "leave,"  shall  be 
governed  by  the  provisions  of  this  Rule.  For  the  purpose  of  this  Rule, 
"appointing  officer"  shall  mean  all  elected  officials;  all  department  heads 
designated  by  the  Charter  as  appointing  officers;  and  all  Boards  and 
Commissions  when  officiating  as  appointing  officers. 


420.1.2  Requests  for  leave  shall  be  subject  to  the  approval  of  the  appointing  officer 

Director  of  Transportation/Desimiee  - or desit^nee.  The  decision  of  the  MTA 

Director  of  Transportation/Designee  appQi-nti-nR--o-ffieer  or  designee  is  final 
unless  provision  for  appeal  is  specifically  granted  in  this  Rule.  Such  requests 
for  appeal  shall  be  processed  in  accordance  with  the  appeal  procedure  provided 
in  this  Rule.  Requests  for  military,  maternity,  or  witness  or  jury  duty  leave  shall 
be  granted  as  provided  herein. 


420.1.3  Except  for  vacation  leave,  witness  or  jury  duty  leave,  compulsory  sick  leave, 
disability  leave  or  unpaid  administrative  leave,  an  employee  requesting  a leave 
for  more  than  five  working  days  shall  submit  such  request  on  the  prescribed 
Ibrm  to  the  MTA  Director  of  Transportation/Desiunee.  appointing  o iTicer ■ or 
designee-  on  tl'ie  forni  prescribed  by  the-H-un-van-Resources  Director. — Requests 
for  sick  leave  in  excess  of  five  continuous  working  days  shall  be  certified  by  a 
licensed  medical  doctor,  doctor  of  dental  surgery,  doctor  of  podiatric  medicine, 
licensed  clinical  psychologist,  Christian  Science  Practitioner  or  licensed  doctor 
of  chiropractic.  Verification  of  sick  leave  with  pay  for  less  than  five  working 
days  (seven  calendar  days  in  the  case  of  part-time  employees)  as  provided 
elsewhere  in  this  Rule  shall  be  required  on  an  individual  basis  only  and  shall  be 
based  upon  an  evaluation  of  the  individual  attendance  record  of  an  employee. 


420.1.4  The  LhfeetOL-ohM-ki 


-esowees — muy-dfrect  that  ILeave  requests  shall  be  ] 
retained  in  the  department  and  maintained  in  a manner  so  as  to  be  readily 
available  for  audit,  review,  or  analysis,  by  Director-of  Human  Resoufces-steTfr  | 


Sec.  420.1  Leaves  of  Absence  - General  Requirements  (cont.) 


CSC  Rules  - Volume  IV  - MTA  Service-Critical 

420.2 


(Date  Issued) 


City  and  County  of  San  Francisco 


Draft  2000 


Civil  Service  Commission 


420.1.5 

Except  as  otherwise  provided  in  these  Rules,  leave  granted  for  the  period  stated 
on  the  prescribed  form  may  be  extended  or  abridged  only  with  the  approval  of 

the ap0eintinti--officer  or  desi»neeMT A Director  of  Transnortalion/Dcsiunec.  j 

An  employee  who  does  not  return  to  work  on  the  approved  date  shall  be  deemed 
as  away  without  official  leave  and  shall  be  subject  to  automatic  resignation  as 
provided  elsewhere  in  these  Rules. 

420.1.6 

Except  when  an  employee  requesting  sick  leave  has  accumulated  unused  sick 
leave  with  pay  credits  and  except  for  employees  eligible  for  military  leave  with 
pay,  witness  or  jury  duty  leave,  disability  leave  or  leave  due  to  battery  as 
provided  elsewhere  in  this  Rule,  or  for  authorized  holiday  or  vacation,  leaves 
shall  be  without  pay. 

420.1.7 

Except  as  provided  in  this  Rule  and  the  Probationary  Period  Rule  and-exeept-for 
a|>peintces — te — entrance — positions — m — the — uni  formed — ranks  - of  the  Poliee 

Department, --Fire-  Department.  Sheriffs  -Department,  and  the  San  Franerseo 

hrteFrHrhenal--AirpotT-Poliee-Foree,  an  employee  who  is  granted  a leave  while 
serving  a probationary  period  shall  have  such  probationary  period  extended  by 
the  period  of  such  leave  in  order  to  complete  the  required  period  of  service. 
Disability  leave  shall  extend  the  probationary  period  in  all  cases. 

420.1.8 

Exempt  employees  may  be  granted  leaves  in  accordance  with  the  provisions  of 
this  Rule.  The  decision  of  the  armernthm — efficcr  MTA  Director  of 
Transnortation/Desiunee  shall  be  final  and  not  subiect  to  aoDeal. 

420.1.9 

An  appointee  shall  not  be  required  to  sign  a resignation  form  as  a condition  of 
approval  of  a leave. 

420.1.10 

Leaves  granted  under  this  Rule  shall  be  indicated  on  timerolls  as  designated  by 
the  Controller. 

420.1.11 

An  authorized  leave  granted  under  this  Rule  shall  not  be  considered  as  a break 
in  the  continuous  service  of  an  employee. 
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Rule  420 

Leaves  of  Absence 


Article  II:  Sick  Leave  - General  Provisions 

Applicability;  1 jKy provisions  of  Rule  420  apply  to  cn i] r 1 o y c o s in  al I NTFA  Service-Critical  classes  except  as  may  be 
superceded  by  a collective  hareaininu  auiccincnt  for  those  employees  subject  to  Chartc‘r  Section 
Hi n\c\cr.  all  definitions  in  this  Ru I c arc  applicable  to  employees  in  all  classes. 


Sec.  420.2  Eligibility  for  Sick  Leave 


Subject  to  the  provisions  of  this  Rule,  employees  and  officers  (hereinafter  called 
"employees")  who  are  absent  from  their  duties  because  of  illness  or  disability 
are  eligible  for  sick  leave. 


Sec,  4203  V^crification  of  Sick  Leave 

420.3.1  The  MTA  Director  of  Transportation/Designee  appoin-fmg-offi-eer  or  designee-te 
v4voffl — appTcation — for — s+ek — leavc^ — is — matie— may  make  such  independent 
investigation  as  to  the  necessity  for  sick  leave  as  is  deemed  proper  and  may 
require  certification  for  any  period  of  sick  leave,  provided  that  the  employee  has 
been  previously  notified  in  writing  that  such  certification  for  absence  of  less 
than  five  working  days  shall  be  required. 


420.3.2  The  f>i reeter  o-fTfum-an-Tfeseurees  MTA  Director  of  Transportation/Pesignee 
may  at  any  time  make  such  independent  investigation  as  may  be  deemed  proper 
regarding  the  illness  of  any  person  on  sick  leave. 


Sec.  420.4  Retirement  Automatically  Terminates  Sick  Leave 


Sick  leave  shall  automatically  terminate  on  the  effective  date  of  an  employee's 
retirement. 


Sec.  420.5  Abridgment  of  Sick  Leave 

Sick  leaves  granted  in  excess  of  five  working  days  may  be  abridged  if  the 

employee  presents  to  the  aoneiiFting-offieer or designee  MT A Director  o f 

Transportation/Designee  medical  evidence  of  capability  to  resume  all  the  duties 
of  the  position. 
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Sec.  420.6 

Definition  of  Sick  Leave 

A leave  granted  under  this  Rule  for  one  of  the  following  reasons  shall  be  known 
as  "sick  leave"; 

420.6.1 

Sick  Leave  - Medical  Reasons 

Absence  because  of  illness,  including  alcoholism,  or  injury  other  than  illness  or 
injury  arising  out  of  and  in  the  course  of  City  and  County  employment;  absence 
due  to  illness  or  injury  arising  out  of  and  in  the  course  of  employment  is 
administered  either  under  the  Rules  of  the  Retirement  Board  and  is  referred  to  as 
"disability  leave"  and  may  be  supplemented  as  provided  elsewhere  in  this  Rule 
or  under  the  provisions  of  this  Rule  and  the  Administrative  Code  for  those 
employees  injured  by  battery  ("leave  due  to  battery");  and  absence  because  of 
medical  or  dental  appointments. 

420.6.2 

Sick  Leave  - Quarantine 

Absence  during  a period  of  quarantine  established  and  declared  by  the 
Department  of  Public  Health  or  other  authority. 

420.6.3 

Sick  Leave  - Bereavement 

Absence  because  of  the  death  of  the  employee's  spouse  or  domestic  partner, 
parents,  step  parents,  grandparents,  parents-in-law  or  parents  of  a domestic 
partner,  sibling,  child,  step  child,  adopted  child,  a child  for  whom  the  employee 
has  parenting  responsibilities,  aunt  or  uncle,  legal  guardian,  or  any  person  who 
is  permanently  residing  in  the  household  of  the  employee.  Such  leave  shall  not 
exceed  three  working  days  and  shall  be  taken  within  30  calendar  days  after  the 
date  of  death;  however,  two  additional  working  days  shall  be  granted  in 
conjunction  with  the  bereavement  leave  if  travel  outside  the  State  of  California 
is  required  as  a result  of  the  death.  For  absenee  because  of  the  death  of  any 
other  person  to  whom  the  employee  may  be  reasonably  deemed  to  owe  respect; 
leave  shall  be  for  not  more  than  one  working  day;  however,  two  additional 
working  days  shall  be  granted  if  travel  outside  the  State  of  California  is  required 
as  a result  of  the  person's  death. 
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See.  420.(>  Dormitioii  of  Sick  Leave  (cont.) 

420.6.4  Sick  Leave  - Maternity 

.'\bscncc  due  to  the  employee's  pregnancy  or  convalescent  period  following 
childbirth.  Such  leave  shall  not  exceed  six  months  provided  that  such  leave 
may  be  extended  for  pemianent  employees  if  a physician  certifies  that  a longer 
convalescence  period  is  required.  Such  extensions  shall  be  subject  to  the 
provisions  of  this  Rule  governing  sick  leave  without  pay. 

420.6.5  Sick  Leave  - Illness  or  Medical  Appointment  of  Child,  Parent,  Spouse  or 
Registered  Domestic  Partner 

Absence  because  of  the  illness,  injury,  or  medical  or  dental  appointment  of  a 
biological  or  adoptive  child,  or  child  for  whom  the  employee  has  parenting  or 
child  rearing  responsibilities.  Absence  because  of  illness,  injury  or  medical 
appointments  of  the  employee’s  parent,  spouse  or  registered  domestic  partner. 


420.6.6  Sick  Leave  - Compulsory 

Leave  imposed  by  an — appointing — officer — the  MTA  Director  of 
TransportatiorL/Pesignee  due  to  an  employee's  medical  inability  or  incapacity  to 
perform  all  the  duties  of  the  position  as  provided  elsewhere  in  this  Rule. 
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Rule  420 

Leaves  of  Absence 


Article  III:  Sick  Leave  with  Pay 


Applicability:  The  pro\'isions  of  Rule  420  appK  to  employees  in  all  MTA  Sei  x ice-Critical  classes  except  as  may  be 
superceded  by  a collective  Ixireanun e aureement  lor  those  employees  subject  to  Charter  Section 
S.40Q.  However,  all  definitions  in  this  Rule  are  applicable  to  employees  in  all  classes. 


Sec.  420.7  Sick  Leave  with  Pay  Eligibility 

420.7.1  Sick  leave  with  pay  may  be  granted  to  employees  who  have  earned  sick  leave 
with  pay  credits  and  who  have  served  a total  of  six  continuous  months  of 
regularly  scheduled  paid  service  except  that  supplemental  disability  credits  may 
be  used  to  supplement  disability  indemnity  payments  as  provided  elsewhere  in 
this  Rule  regardless  of  length  of  service  and  except  that  an  authorized  leave  of 
absence  with  or  without  pay  granted  under  this  Rule  shall  not  be  considered  as  a 
break  in  the  continuous  service  of  an  employee. 


420.7.2  A break  in  service  of  more  than  six  continuous  months  by  any  employee  other 
than  an  employee  designated  as  a "holdover"  will  cause  prior  accumulated  sick 
leave  with  pay  credits  to  be  canceled  and  eligibility  for  sick  leave  with  pay  must 
be  re-established. 


420.7.3  Sick  leave  with  pay  credits  will  continue  to  accrue  at  the  normal  rate  while  an 
employee  is  on  either  furlough  or  voluntary  unpaid  time  off  in  accordance  with 
this  Rule,  for  a maximum  of  up  to  ten  days  per  fiscal  year  for  imposed  furlough 
or  20  days  per  fiscal  year  for  voluntary  unpaid  time  off 

Sec.  420.8  Sick  Leave  with  Pay  - Maximum  Accumulation  of  Credits 


Sick  leave  with  pay  credits  shall  be  cumulative  but  the  accumulated  balance  of 
unused  sick  leave  with  pay  credits  shall  not  exceed  the  equivalent  of  six  months 
the  hourly  equivalent  of  130  working  days  based  on  the  regular  daily  work 
schedule  as  defined,  provided  that  in  no  case  may  the  total  accumulated  unused 
sick  leave  with  pay  credit  balance  exceed  1040  hours  for  any  employee. 
Maximum  accumulated  sick  leave  with  pay  credits  shall  be  reduced 
proportionately  for  employees  entering  a class  or  position  where  the  regular 
work  schedule  is  less  than  the  class  exiting  if  such  employees  have  accumulated 
unused  sick  leave  with  pay  credits  in  excess  of  the  maximum  allowable  for  the 
new  class  or  position.  Such  employees  shall  have  all  such  credits  restored  upon 
return  to  a class  or  position  with  an  increased  regular  work  schedule. 
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Sec.  420.^) 

Sick  l eave  with  Pav  - Restrictions 

420.0.1 

Sick  leave  with  pay  is  a privilege  recognized  by  Charter  and  by  Ordinance  of  the 
Board  of  Supervisors  and  should  be  requested  and  granted  only  in  cases  of 
absence  because  of  illness  which  incapacitates  the  employee  for  the 
perfonnance  of  duties  or  as  otherwise  defined  in  this  Rule. 

420.0.2 

Ah apypointinu officei- or desiunec The  MTA  Director  of  I 

Transportation  Desiunee  may  require  proof  of  incapacitation  before  srantins  | 
sick  leave  with  pay  for  any  period  of  time  and  may  withhold  pay  for  failure  to 
submit  such  proof  pro\’ided  that  the  employee  had  been  previously  notified  in 
writing  that  such  proof  would  be  required  for  absences  of  less  than  five  working 
days. 

420.9.3 

The  rate  of  earning  and  accumulating  sick  leave  with  pay  credits  and 
authorization  for  its  use  under  this  Rule  shall  in  no  way  inhibit  or  restrict  the 
risht  of  aH-al>p0^iHtHV.^■offleet^the  MT.A  Director  of  Transportatioii'Desienee  to 
establish  standards  of  attendance. 

Sec.  420.10 

Prohibition  .Against  Employment  M hile  on  Sick  Leave  with  Pav 

420.10.1 

Employees  are  prohibited  from  working  in  any  other  employment  while  on  sick 
leave  with  pay  unless,  after  considering  the  medical  reason  for  the  sick  leave 
with  pav,  the  MT.A.  Director  of  Transportation.  Desiunee  the  appointing  offieer 
with  the  apprcH-al  o-f  the -Human  Resources-Director_,  grants  permission  for  the 
employee  to  engage  in  a secondary  employment  subject  to  the  provisions  of 
these  Rules  governing  such  emplo>Tnent. 

420.10.2 

Violators  of  this  section  are  subject  to  disciplinary  action  as  provided  in  the 
Charter. 

Sec.  420.11 

Calculation  of  Sick  Leave  with  Pav  Credits 

Sick  leave  with  pay  credits  shall  be  earned  at  the  rate  of  .05  hours  for  each  hour 
of  regularly  scheduled  paid  ser\'ice  excluding,  overtime  exceeding  40  hours  per 
week  and  holiday  pay,  except  that  an  employee  on  disability  leave  shall  earn 
sick  leave  with  pay  credits  at  the  normal  rate. 
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Sec.  420.12 

Disbursement  of  Sick  Leave  >vith  Pav  Credits 

Sick  leave  with  pay  credits  shall  be  used  and  deducted  at  the  minimum  rate  in 
units  of  one  hour  for  those  employees  whose  credits  are  calculated  in  hours. 

Sec.  420.13 

Conversion  of  Sick  Leave  with  Pav  Credits  from  Davs  to  Hours 

Sick  leave  with  pay  credit  balances  shall  be  converted  from  days  to  hours  based 
on  the  equivalent  number  of  hours  in  such  employee's  sick  leave  with  pay  credit 
balances.  The  equivalent  number  of  hours  shall  be  based  on  the  employee's 
authorized  nonnal  daily  work  schedule  in  effect  on  the  effective  date  of  this 
amended  Rule,  except  if  the  Direc-tor-ef-Human  Res€H:irces-MT A Director  of 
Transportation/Desisnee  -determines  that  such  conversion  is  inequitable  and  | 
allows  another  formula  to  be  used. 

Sec.  420.14 

Emplovees  Iniured  bv  Batterv 

420.14.1 

An  employee  absent  because  of  bodily  injury  or  illness  received  in  the  course  of 
employment  and  caused  by  an  act  of  criminal  violence  shall  be  entitled  to  sick 
leave  with  pay  under  the  provisions  of  the  Administrative  Code. 

420.14.2 

Sick  leave  with  pay  under  this  section  shall  be  known  as  "leave  due  to  battery" 
and  shall  be  subject  to  approval  by  the-kkHnan-Reseurces  Director  MTA 
Director  of  Transportation/Desienee.  The  Difector  of- Human  Resources  MTA 
Director  of  TransportatioiVDesiuncc  -shall  make  such  investigation  as  is  deemed 
appropriate  and  may  include  medical  examinations  by  a physician(s)  designated 
by  the  -Htiman  Reseiirces  Director  MTA  Director  of  Transportation'Desiunee. 

420.14.3 

The  decision  of  the  H-uman — Reseu-rees — Director  MTA  Director  of 
I'ransportation/Desiunee  may  be  appealed  to  the  Commission  whose  decision  is 
final. 

420.14.4 

Authorized  sick  leave  under  this  section  shall  not  be  charged  against  earned  sick 
leave  with  pay  credits. 

Sec.  420.15 

Appeal  of  Denial  of  Sick  Leave  with  Pav 

Denial  of  sick  leave  with  pay  to  an  appointee  who  is  eligible  and  qualified  for 
such  leave  is  appealable  as  provided  elsewhere  in  this  Rule. 
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Sec.  420.16  Reiiiibiirsenicnt  of  Vested  and  Unused  Accumulated  Sick  Leave  with  Pay 
Credits  Balance 


420.1().l  An  employee  who  had  accumulated  unused  sick  leave  with  pay  credits  and  who 
had  completed  the  service  requirement  on  or  before  December  5,  1978,  shall 
upon  the  effective  date  of  retirement  for  service  or  disability,  or  upon  the  date  of 
death,  or  upon  the  date  of  separation  caused  by  industrial  accident,  be 
reimbursed  for  the  accumulated  unused  sick  leave  with  pay  credit  balance  which 
had  been  earned  on  or  before  December  5,  1978,  and  not  subsequently  used 
("vested  and  unused  accumulated  sick  leave  with  pay  credits")  in  accordance 
with  the  following  schedule  of  service  requirements  and  allowances. 


Schedule  of  Service  Requirements  and  Allowances  for 
Reimbursement  of  Vested  and  Unused  Accumulated  Sick 

Leave  with  Pay  Credit  Balance  at  the  Time  of  Retirement, 
Separation  Because  of  Accident  or  Death 

Service  Requirement 

Amount  of  Cash 

Reimbursement 

15  or  more  years  of  service 

100% 

More  than  5 continuous 
years  but  less  than  1 5 
continuous  years  of  service 

50% 

Up  to  and  including  5 
continuous  years  of  service 

33.3% 

420.16.2  Reimbursement  for  the  vested  and  unused  accumulated  sick  leave  with  pay 
credit  balance  shall  be  further  subject  to  the  following: 

1)  The  Human Resources  DirectOF-MTA  Director  of  Transportation/Desiunce 

shall  administer  the  provisions  of  this  section. 

2)  Deduction  shall  be  made  from  the  unused  accumulated  sick  leave  with  pay 
credit  balance  which  existed  on  December  5,  1978,  in  an  amount 
proportional  to  any  credits  used  of  that  balance.  Reimbursement  shall  be 
made  only  for  the  adjusted  amount  with  all  credits  from  the  December  5, 
1978,  balance  subsequently  used  being  deducted. 
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Sec.  420.16  Reimbursement  of  Vested  and  Unused  Accumulated  Sick  Leave  with  Pay 
Credits  Balance  (cont.) 

420.16.2  (Cont.) 

3)  Reimbursement  for  the  vested  and  unused  accumulated  sick  leave  with  pay 
credit  balance  shall  be  payable  at  the  time  of  retirement,  separation  caused  by 
industrial  accident  or  death,  or  at  a later  date  when  so  selected  by  the  employee, 
but  within  one  year  of  such  retirement,  separation  or  death. 

4)  Reimbursement  is  to  be  computed  at  the  base  rate  of  pay  of  an  employee's 
permanent  class,  at  the  base  rate  of  pay  of  the  class  of  a temporary  or  provisional 
employee  with  no  permanent  status,  or  at  the  base  rate  of  pay  in  a temporary  or 
provisional  appointment  of  an  employee  with  permanent  status  in  another  class 
who  has  held  such  temporary  or  provisional  appointment  continuously  for  one 
or  more  years  at  the  time  of  separation. 

5)  No  reimbursement  shall  be  made  for  unused  sick  leave  with  pay  credits 
earned  on  or  after  December  6, 1978. 

6)  The  enactment  of  this  section  is  not  intended  to  constitute  additional 
compensation,  nor  be  a part  of  the  rate  of  pay  of  the  employee,  but  is 
reimbursement  for  the  vested  and  unused  accumulated  sick  leave  with  pay  credit 
balance  to  which  an  employee  would  have  been  entitled  if  the  employee  had  not 
retired,  separated  due  to  industrial  injury  or  died. 
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Rule  420 

Leaves  of  Absence 


Article  IV:  Sick  Leave  without  Pay 

Applicability:  The  pio\  isions  of  Rule  420  apply  to  cninlovees  in  all  MTA  Service-Critical  classes  except  as  mav  be 
MipcrccdeJ  bv  a collective  bargaining  agreement  for  those  employees  subject  to  Charter  Section 

S.4()9.  1 low  ever,  all  definitions  in  this  Rule  are  applicable  to  employees  in  all  classes. 


Sec.  420.17  Sick  Leave  without  Pay  - Eligibility 


Subject  to  the  provisions  of  this  section,  sick  leave  without  pay  may  be  granted 
to  employees  who  are  not  eligible  for  sick  leave  with  pay  or,  subject  to  the 
approval  of  the  appointing  officer  or  designee,  employees  may  choose  not  to  use 
their  sick  leave  with  pay  credits. 

Sec.  420.18  Sick  Leave  without  Pav  - Temporary  and  Provisional  Employees 

Sick  leave  without  pay  may  be  granted  to  temporary  or  provisional  employees. 
Such  leave  shall  be  renewed  monthly  and  shall  not  be  extended  beyond  three 
calendar  months  except  for  sick  leave  - maternity. 

Sec.  420.19  Sick  Leave  without  Pav  - Permanent  Employees 

420.19.1  Sick  leave  without  pay  may  be  approved  for  permanent  employees  for  the  period 
of  the  illness  provided  that  requests  for  prolonged  leave  shall  be  renewed  every 
three  months  and  provided  further  that  such  leave  shall  not  be  extended  beyond 
a period  of  one  continuous  year  unless  the  physician  designated  by  the  Human 
Resources  Director  MTA  Director  of  TransportatiorL'Dcsiunee  -advises  that 
there  is  a reasonable  probability  that  the  employee  will  be  able  to  return  to 
employment. 


420.19.2  If  the  physician  designated  by  the  Human  Resources  Director-MTA  Director  of 
I ransportation/Desi unee  determines  that  there  is  no  reasonable  probability  that 
the  employee  will  be  able  to  return  to  duty,  the  appointing  officer  MTA 
Directorof  Transportation/Dcsiunee  shall  have  good  cause  for  discharge. 

420.19.3  The  physician  designated  by  the  Human-Resources  Direet-e^-MT.A  Director  of 
Transportation  Desienee  mav  defer  certification  of  capability  for  additional 
periods  of  three  month  interv'als  up  to  one  additional  year. 
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Sec.  420.20 

Prohibition  Against  Emplovment  While  on  Sick  Leave  Without  Pav 

420.20.1 

Employees  are  prohibited  from  working  in  any  other  emplo>Tnent  when  on  sick 
leave  without  pay  unless,  after  considering  the  medical  reason  for  the  sick  leave 
without  pay,  the-appointing  officer  with  the  approval  of  the  Hu  man- Resources 
Directorthe  MTA  Director  of  TransportationdTesignee,  grants  permission  for  the 
employee  to  engage  in  outside  employment. 

420.20.2 

Violators  of  this  section  are  subject  to  disciplinary  action. 
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Leaves  of  Absence 

Article  Compulsory  Sick  Leave 

ApphcabililN : ''l  42ii  appK  to  clnplln^cc^  in  all  MTA  Sci \ ice-C'i  itical  classes  except  as  may  be 

siipcrcoJoJ  bv  a a o 1 1 ay  1 1 _\  a b.i i i iiina  aai'ccincin  tor  lliosc  employees  subjact  to  Charter  Sccticm 
S Ho\\c\\.‘i'.  all  dofinilions  m ihis  Rule  arc  applicable  lo  L‘nipK)\ccs  in  all  classes. 

Sec.  420.21  Compulsory  Sick  Leave 

420.21.1  An — — officer -ot^-desfgnee — who — has— If  the  MTA  Director  of  I 
Transportation/Dcsimtee  has  reason  to  believe  that  an  employee  is  not  medically  | 
or  physically  competent  to  perform  assigned  duties,  and  if  allowed  to  continue 
in  employment  or  return'  from  leave  may  represent  a risk  to  co-workers,  the 
public  and  the  employee,  may  require  the  employee  to  present  a medical  report 
from  a physician  designated  by  the  Human  Resources  Director  MTA  Director  of  I 
Transpoiiation  Desiunee  certifying  the  employee's  medical  or  physical  | 
competency  to  perform  the  required  duties. 

420.21.2  If  the  employee  refuses  to  obtain  such  physician's  certificate  or  if  as  a result  of  a 
medical  evaluation,  the  employee  is  found  not  to  be  medically  or  physically 
competent,  the  appointing — officer — or — designee — MTA  Director  of 
Transportation  Desiunee  may  place  the  employee  on  compulsory  sick  leave-and 
shall  immediately  report  sucl'i  action  to  the  Human  Resources  Director. 

420.21.3  An  employee  shall  remain  on  compulsory  sick  leave  until  such  time  as  the 
employee  is  found  to  be  competent  to  return  to  duty  by  a physician  designated 
by  the  Human  Resources  Director  MTA  Director  of  Transpoilation  'Designee,  | 
but  such  leave  shall  not  exceed  the  maximum  period  of  sick  leave  provided  in 
this  Rule. 

420.21.4  The  employee  placed  on  sick  leave  under  the  provisions  of  this  section  may 
appeal  as  provided  under  the  appeal  provisions  of  the  Medical  Examination 
Rule. 

420.21.5  An  employee  placed  on  compulsory  sick  leave  is  ineligible  for  employment  with 
the  City  and  County  and  shall  be  placed  under  waiver  on  all  lists  on  which  the 
employee's  name  appears  and  shall  otherwise  be  unemployable. 


Rule  420 
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Leaves  of  Absence 

Article  VI:  Disability  Leave 

Applicability:  The  provisions  oFRiile  420  apph  to  cinplovocs  in  all  M l A Sci  \ icc-Ci  itical  classes  except  as  mav  be 
superceded  bv  a coHective  barcjimne  uercenieut  tor  tl^o^c  einplovees  subject  to  Charter  Section 
8.409.  However,  all  definitions  in  this  Rule  are  applicable  lo  eiuphnees  in  all  classes. 


Sec.  420.22 


Disability  Leave 


420.22.1  Absence  due  to  illness  or  injury  arising  out  of  and  in  the  course  of  employment 
is  defined  as  "disability  leave"  and  is  administered  under  the  State  Workers' 
Compensation  Laws  and  the  Rules  of  the  Retirement  Board. 

420.22.2  An  employee  who  is  absent  because  of  disability  leave  and  who  is  receiving 
disability  indemnity  payments  may  request,  by  submitting  a signed  option 
statement  to  the  employee's  department  no  later  than  90  days  following  the 
employee's  release  from  disability  leave,  that  the  amount  of  disability  indemnity 
payment  be  supplemented  with  salary  to  be  charged  against  the  employee's 
supplemental  disability  credits  so  as  to  equal  the  full  salary  the  employee  would 
have  earned  for  the  regular  work  schedule.  The  regular  work  schedule  shall  be 
that  schedule  in  effect  at  the  commencement  of  the  disability  leave. 

420.22.3  Supplemental  disability  credits  shall  be  an  account  separate  from,  but  equivalent 
to,  the  employee's  accumulated  unused  sick  leave  with  pay  credit  balance  except 
that  the  supplemental  disability  credit  account  shall  be  adjusted  as  provided 
below. 


420.22.4  Failure  to  exercise  the  option  to  supplement  disability  indemnity  payments 
within  90  calendar  days  following  release  from  disability  leave  will  preclude 
later  requests. 

420.22.5  Supplemental  disability  credits  shall  be  used  at  the  minimum  rate  in  units  of  one 
hour. 


420.22.6  The  employee's  department  shall  submit  separate  timerolls  to  reflect  this  action 
only  after  the  Retirement  System  certifies  the  amount  of  disability  indemnity 
payment,  if  any,  for  the  period. 

420.22.7  Salary  may  be  paid  on  regular  timerolls  and  charged  against  the  unused  sick 
leave  with  pay  credit  balance  during  any  period  prior  to  the  commencement  of 
the  detemiination  of  eligibility  for  disability  indemnity  pa>Tnent  without 
requiring  a signed  option  by  the  employee. 


Sec.  420.22  Disability  Leave  (cont.) 
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420.22.8 

When  an  employee  has  used  sick  leave  with  pay  credits  and  the  Retirement 
System  subsequently  determines  that  the  employee  was  entitled  to  disability 
indemnity  pa^inent  for  the  period  of  absence,  provision  shall  be  made  for 
adjusting  the  employee's  sick  leave  with  pay  credit  balance  and  for  reimbursing 
the  appropriate  City  fund  for  the  amount  of  sick  leave  with  pay  credits  charged 
and  paid. 

420.22.9 

An  employee  who  uses  supplemental  disability  credits  to  supplement  disability 
indemnity  pa>Tnents  shall,  while  on  disability  leave,  earn  supplemental  disability 
credits  at  the  same  rate  as  sick  leave  with  pay  credits. 

420.22.10  Upon  return  to  duty,  an  employee  who  has  used  supplemental  disability  credits 


shall  earn  sick  leave  with  pay  credits  at  the  normal  rate  and  shall  earn 
supplemental  disability  credits  at  twice  the  rate  that  sick  leave  with  pay  credits 
are  earned  until  such  time  as  the  total  hours  of  supplemental  disability  credits 
used  are  regained. 

420.22.11 

Should  an  employee  suffer  a recurrence  or  a new  injury  before  all  supplemental 
disability  credits  are  regained,  the  supplemental  disability  credit  balance  shall  be 
that  balance  existing  at  the  beginning  of  the  pay  period  in  which  the  recurrence 
or  new  injury  occurs  and  shall  be  adjusted  for  the  amount  of  supplemental 
disability  credits  subsequently  earned  and  sick  leave  with  pay  credits 
subsequently  used. 

Sec.  420.23 

Use  of  Sick  Leave  with  Pav  Credits  to  Supplement  State  Disability' 

Insurance 

420.23.1 

Sick  leave  with  pay  credits  shall  be  used  to  supplement  State  Disability 
Insurance  (SDI)  at  the  minimum  rate  in  units  of  one  hour. 

420.23.2 

SDI  payments  to  an  employee  who  qualifies  and  who  has  accumulated  and  is 
eligible  to  use  sick  leave  with  pay  credits  shall  be  supplemented  with  sick  leave 
with  pay  credits  so  that  the  total  of  SDI  and  sick  leave  with  pay  calculated  in 
units  of  one-hour  provides  up  to,  but  does  not  exceed,  the  regular  gross  salary 
the  employee  would  have  received  for  the  normal  work  schedule  excluding 
overtime. 
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Sec.  420.23  Use  of  Sick  Leave  with  Pay  Credits  to  Supplement  State  Disability 
Insurance  (cont.) 

420.23.3  An  employee  'who  wishes  not  to  supplement,  or  who  wishes  to  supplement  with 
compensatory  time  or  vacation,  must  submit  a written  request  on  a— the 
prescribed  form  prescribed  bv  the -H-unvan -Resources  Director-  to  the  iVlTA 
Director  of  Transportation/Desiiznec  to-the-appointiim- officer  or  designee  w i thi n 
seven  calendar  days  following  the  first  date  of  absence. 

420.23.4  Employees  who  are  supplementing  SDI  earn  sick  leave  with  pay  credits  at  the 
normal  rate  only  for  those  hours  of  sick  leave  with  pay  credits  used. 
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Leaves  of  Absence 


Article  \ II:  Military,  War  Effort  and  Sea  Duty  Leaves 

A p p 1 1 c a b 1 1 1 ly ; _[ ] ic. i'’ i; ^ u imoiis  (.if  Rule  42t)  apply  to  employees  m all  M I A Sci  \ ice-Ci  itical  classes  except  as  may  bo 
suporcodctl  Jiy  a C(dlccli\'o  baruaiiiiiii:  a^rociTiciH  I'or  iliosc  employees  subject  to  Charier  Section 
li)\\c\  oi'.  all  i.lermilion.s  in  Ibis  Rule  arc  applicable  lo  cniplos'ees  in  all  classes. 

See.  420.24  Military  Leave 


420.24.1  Military  leave  is  governed  by  the  provisions  of  applicable  Federal  and  State 
laws,  by  Charter  provision  and  by  this  Rule. 

420.24.2  Time  of  War  - Definition 


The  phrase  "time  of  war"  is  defined  elsewhere  in  these  Rules. 

420.24.3  Military  Leave  - Time  of  War 

Leaves  of  absence  shall  be  granted  to  officers  and  employees  for  service  in  the 
anned  forces  of  the  United  States  or  the  State  of  California  or  for  service  on 
ships  operated  by  or  for  the  United  States  government  in  time  of  war  and  for  a 
period  not  to  exceed  three  months  after  the  conclusion  of  such  service,  but  not 
later  than  one  year  after  the  cessation  of  hostilities,  except  in  case  of  disability 
incun-ed  while  in  active  service  with  the  armed  forces  or  the  merchant  marines 
when  such  disability  shall  extend  beyond  such  period. 

420.24.4  Military  Leave  - Time  of  Peace 

Whenever  any  officer  or  employee  shall,  by  order  of  the  government  of  the 
United  States  or  by  lawful  order  of  any  of  its  departments  or  officers,  or  by 
lawful  order  of  the  State  of  California,  or  any  of  its  departments  or  officers,  be 
directed  in  time  of  peace  to  report  and  serve  in  the  anned  forces  of  the  United 
States,  or  in  the  armed  forces  of  the  State  of  California,  said  officer  or  employee 
shall  be  entitled  to  a leave  of  absence  from  the  employee's  office  or  position 
during  the  time  of  such  service  and  for  a period  not  to  exceed  three  months  after 
the  expiration  thereof 
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Sec.  420.24  Military  Leave  (cont.) 

420.24.5  Military  Leave  - Permanent  Appointees 

Any  officer  or  employee  on  military  leave,  who  prior  to  such  leave  has  been 
appointed  to  a permanent  position  in  the  City  and  County  service,  shall  be 
entitled  to  resume  such  position  at  the  expiration  of  the  leave,  and  in 
determining  and  fixing  rights,  seniority,  salary  and  otherwise  which  have 
accrued  and  shall  inure  to  the  benefit  of  such  officer  or  employee,  the  term  of 
military  leave  shall  be  considered  and  accounted  as  part  of  the  employee's 
service  to  the  City  and  County. 

420.24.6  Military  Leave  - Proof  of  Duty 

Officers  and  employees  requesting  military  leave  shall  file  with  the  Human 
Resources- Director  MT A Director  of  Transportation/Desiunee  a copy  of  the 
orders  necessitating  such  service  prior  to  the  effective  date  of  the  leave  of 
absence  and  upon  return  from  such  leave  shall  submit  a copy  of  the  discharge  or 
release. 


420.24.7  Military  Leave  - Salary  While  on  Temporary  Leave 

Employees  who  have  been  employed  by  the  City  and  County  or  any  other  public 
agency  or  have  been  on  military  duty  for  a period  of  not  less  than  one  year 
continuously  prior  to  the  date  upon  which  temporary  military  leave  not 
exceeding  180  calendar  days  begins  shall,  as  required  by  the  State  of  California 
Military  and  Veterans'  Code  (Section  395),  receive  their  regular  salary  or 
compensation  for  a period  not  to  exceed  30  calendar  days  of  such  military  leave 
in  any  fiscal  year  or  more  than  30  calendar  days  during  any  period  of  continuous 
military  leave. 


Military  -leave  taken  during- a probationary -period -shall — not  exl-entl— the 

probationary  period. 
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Sec.  420.24  Military  Leave  (cont.) 

420. 24. OS  Military  Leave  - Eligible  Not  Reached  for  Certification  While  in  Service  - 
Time  of  ar 

An  eligible  on  a regular  civil  service  list,  who  served  on  active  military  duty  not 
including  reserv'e  service  during  time  of  war  who  presents  an  honorable 
discharge  or  certificate  of  honorable  active  service  within  one  year  from  the  date 
of  release  from  military  service,  shall  be  preferred  for  certification  for  a period 
of  four  years  after  the  cessation  of  hostilities  in  the  order  of  standing  upon  the 
eligible  list  at  the  time  of  entrance  into  military  service  and  before  candidates 
procuring  standing  through  an  examination  held  subsequent  to  the  entrance  of 
such  eligibles  into  the  military  service. 

420.24.4-09  Military  Leave  - Eligibles  Reached  for  Certification 

If  while  in  the  military  service,  the  name  of  an  eligible  was  reached  for 
certification  to  a pemranent  position  and  the  eligible  presents  an  honorable 
discharge  or  certificate  of  honorable  active  service  within  one  hundred  and  120 
days  from  the  date  of  release  from  active  military  duty  not  including  reserv^e 
serv'ice  during  time  of  war,  the  eligible  shall  be  certified  to  a position  in  the 
class  for  which  so  reached;  and,  for  all  purposes  of  seniority,  the  date  of 
certification  if  appointed,  shall  be  deemed  to  be  the  date  when  the  eligible  was 
reached  for  certification  while  in  the  military  service.  A person  appointed  in 
accordance  with  this  section  shall  serve  the  required  probationary  period.  An 
eligible  who  is  offered  appointment  in  accordance  with  the  provisions  of  this 
section  and  who  waives  appointment  and  is  subsequently  certified  after 
withdrawal  of  waiver  shall  have  seniority  as  of  the  date  of  such  certification. 

420.24.4410  Military  Leave  - Participants  in  Written  Examinations 

Persons  who  participate  in  a written  examination  and  who  present  their  orders  or 
other  proof  of  service  within  120  days  from  the  date  of  release  from  active 
military  service  in  time  of  war  shall  be  allowed  to  participate  in  the  remaining 
parts  of  the  examination.  If  they  meet  all  the  eligibility  qualifications,  they  shall 
be  certified  as  of  the  date  they  would  have  been  reached  for  certification  in 
accordance  with  their  rank  based  on  the  entire  examination. 
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Sec.  420.24  Military  Leave  (cont.) 

420.24.441 1 Military  Leave  - Employees  or  Officers  Not  Subject  to  Civil  Service 
Examination 

Military  leave  to  an  elected  or  appointed  officer,  appointed  for  a definite  period 
of  time,  shall  not  be  extended  beyond  the  period  of  time  for  which  elected  or 
appointed,  provided  that  if  such  officer  is  re-elected  or  reappointed,  then 
military  leave  shall  be  automatically  extended  for  such  ensuing  period  of  time. 

Military  leave  to  an  employee  occupying  a position  exempt  from  civil  service 
examination  shall  not  extend  beyond  the  period  of  time  for  which  the 
employee's  appointing  officer  was  elected  or  appointed. 

Sec.  420.25  War  Effort  Leave 

The  Board  of  Supervisors  may  provide  by  ordinance  that  leaves  of  absence  shall 
be  granted  to  officers  and  employees  during  time  of  war  for  service  directly 
connected  with  the  prosecution  of  the  war  or  national  defense  or  preparedness. 

Sec.  420.26  Leave  for  Sea  Duty  as  Licensed  Officers 


In  time  of  war  or  while  any  act  authorizing  compulsory  military  service  or 
training  is  in  effect,  the  Board  of  Supervisors  may  provide  by  ordinance  that 
leaves  of  absence  shall  be  granted  to  officers  and  employees  for  sea  duty  as 
licensed  officers  aboard  ships  operated  by  or  for  the  United  States  government. 
The  Commission  shall  amend  this  section  to  implement  such  ordinance. 
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Leaves  of  Absence 

Article  VIII:  Unpaid  Administrative  Leave  or  Furlough 

Applicability:  1 he  pro\  isions  of  Rule  420  appl\  to  cinnloyees  in  all  MTA  Sei  \ ice-Critical  classes  except  as  may  be 
Mipci'ccdcJ  bs-  a collcctixc  baruaiiiinc  aurcemont  tor  those  employees  subicci  to  Charter  Section 
S.409.  However,  all  dellnitions  in  this  Rule  arc  applicable  to  employees  in  all  classes. 

Sec.  420.27  Unpaid  Administrative  Leave  or  Furlough 

420.27.1  General  Provisions 

1)  Notwithstanding  the  layoff  and  involuntary  leave  provisions  or  any  other 

provisions  of  these  Rules,  an— the  MTA  anneinti-n-tt officer  Director  of 

Transportation ^Dcsiancc  is  authorized  to  impose  unpaid  administrative  leave 
(furlough)  on  any  MTA  employee  within-4hat-appe-i thing  ofrieer-'s  jurisdiction 
as  provided  in  this  section.  The  imposition  of  furloughs  shall  be  subject  to 
receipt  of  a Projected  Deficit  Notice  (PDN)  from  the  Controller  stating  that  the 
department's  budget  will  be  insufficient  to  support  the  department's  level  of 
spending  through  the  end  of  the  fiscal  year. 

2)  The  authority  of  the  MTA  Director  of  Transpoitation/Desiunee  appointing 
officer  to  impose  furloughs  shall  be  limited  to  those  furloughs  necessary  to 
correct  the  projected  deficit  identified  by  the  Controller. 

3)  This  Rule  shall  apply  to  all  employees  of  the  City  and  County. 

4)  No  provision  of  Layoff  and  Involuntary  Leave,  including  but  not  limited  to 
any  provision  regarding  the  order  of  layoff,  displacement  of  less  senior 
employees,  or  reinstatement,  shall  be  applicable  to  any  employees  furloughed 
hereunder. 
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Sec.  420.27  Unpaid  Administrative  Leave  or  Furlough  (cont.) 

420.27.2  Voluntary  Unpaid  Time  Off 

1)  Prior  to  imposing  a furlough  on  any  employee,  an-the  MTA  Director  of 
Transportation/Pcsimiee  appointing  olTicer  shall  attempt  to  determine,  to  the  ] 
extent  feasible  and  with  due  consideration  for  the  time  constraints  which  may 
exist  for  eliminating  the  projected  deficit,  the  interest  of  employees  within  the 
appointing  officer's  jurisdiction  in  taking  unpaid  personal  time  off  on  a 
voluntary  basis. 

2)  The  MTA  Director  of  Transportation/Pesignee  af^pointing  officer — shall  | 
have  full  discretion  to  approve  or  deny  requests  for  voluntary  unpaid  time  off 
based  on  the  operational  needs  of  the  department  and  any  court  decrees  or 
orders  pertinent  thereto.  The  decision  of  the  MTA  Director  of 
Transportation/Pesiunee  atmointhm  officer  shall  be  final  except  in  cases  where  | 
requests  for  voluntary  unpaid  time  off  in  excess  of  ten  working  days  are  denied. 

In  such  cases,  an  employee  may  appeal  in  accordance  with  the  procedures 
provided  below  for  appealing  imposition  of  furlough. 

3)  An  employee  shall  be  entitled  to  take  up  to  ten  unpaid  days  per  fiscal  year  at 
the  rate  of  no  more  than  five  days  in  a three  month  period,  at  the  employee's 
discretion,  upon  at  least  15  calendar  days  prior  written  notice  to  the  employee's 
appointing  officer.  Such  request  shall  not  be  denied  except  for  the  reason  of  a 
requirement  that  such  position  be  filled  on  an  overtime  or  premium  pay  basis, 
for  essential  operational  needs  or  the  requirements  of  a court  decree  or  order. 

420.27.3  Furloughs 

1)  The  MTA  Director  of  Transportatioii^Pesiunee  appointing  officeFs — are-is  | 
encouraged  to  furlough  entire  operational  units  within  departments  rather  than 
individual  employees;  or  stagger  work  hours  within  an  operational  unit  on  a 
reduced  hours  basis.  The  decision  of  the  appointing  officer  to  impose 
furloughs  under  this  subsection,  and  the  appointing  officer's  determination  of 
what  constitutes  an  operational  unit,  shall  be  final. 

2)  Where,  in  the  discretion  of  the  MTA  Director  of  Transpoitation/Designec  I 
appe-fflti-ng  officer,  furlough  of  an  operational  unit  as  prescribed  above  is  not  | 
feasible,  individual  employees  within  an  operational  unit  may  be  furloughed. 

3)  To  the  extent  practicable,  furlough  shall  be  equitably  distributed  among  all 
of  the  employees  within  the  m-the-affected  depai1ment-or-operational  unit  to  | 
which  the  Projected  Deficit  Notice  (PDN)  has  application;  and,  all  of  the 
employees  in  the  affected  class(es). 
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Sec.  420.27  I’npaid  .Administrative  Leave  or  Furlough  (cont.) 

420.27.3  Furloughs  (cont.) 

4)  In  determining  which  employees  to  furlough,  an-the  MTA  Director  of 
Transportation  Dcsiuncc  appointing  officer  shall  consider  citywide  seniority 
within  a class  as  well  as  considering  the  operational  needs  of  the  department 
MTA. 

5)  In  no  event  shall  furlough  be  imposed  upon  an  employee  for  more  than  four 
days  in  any  three  month  period  or  ten  days  in  any  fiscal  year.  Voluntary  time 
off  not  to  exceed  a total  of  fi\'e  days  per  quarter  or  ten  days  per  year,  approved 
pursuant  to  this  section,  shall  be  credited  toward  the  maximum  number  of 
furlough  days  which  may  be  imposed  pursuant  to  this  Rule. 

6)  Employees  placed  on  furlough  pursuant  to  this  section  shall  be  notified  in 
writing  at  least  15  calendar  days  in  advance  of  the  effective  date  for  the 
furlough. 

7)  The  decision  to  furlough  an  individual  employee  within  an  operational  unit 
shall  be  final  except  that  an  employee  given  notice  of  a furlough,  which  taken 
together  with  an  employee's  prior  furloughs  in  the  same  fiscal  year  would 
exceed  five  working  days  within  any  six  month  period,  may  file  an  appeal. 
Such  appeals  must  be  in  writing  and  filed  within  three  calendar  days  of  the  date 
of  the  notice  of  furlough  with  the  Human  Resources  Director  MTA  Director  of 
T ranspoitati on 'Desi gnee.  with  a copy  to -thc-appointing  officer. — Within  three 
calendar  da\5  after  receiving  the  appeal.— the- -MTA  Director  of  Human 

Resources  shall  reler  the  written-appeal-andrthe-appointing  officer's  written 

eoffl-ments^if-am— RH-'-detertnination  to  Tthe  Human  Rese-urees  Director  .MTA 
Director  of  Transportation,  the  Mayor  and  the  Controller,  or  their  designees, 
who  shall  meet  on  no  less  than  24  hours  public  notice.  The  determination 
regarding  the  appeal  shall  be  rendered  within  seven  calendar  days  of  the  date  of 
the  appeal.  This  decision  is  final  and  shall  not  be  reconsidered  by  the 
Commission.  The  Human — Resourees — Di-reetor — MTA  Director  of 
Transpoitation/Desienee  shall  notify  the  employee  and  the  appointing  officer  of 
the  decision  prior  to  the  effective  date  of  the  furlough. 
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Sec.  420.27 

420.27.4 


420.27.5 

420.27.6 

420.27.7 


Unpaid  Administrative  Leave  or  Furlough  (cont.) 


Restrictions  on  Use  of  Paid  Time  Off  While  on  V oluntary  Unpaid  Time 
Off  or  Furlough 

1)  All  voluntary  unpaid  time  off  or  furlough  imposed  or  granted  pursuant  to 
this  section  shall  be  without  pay. 

2)  Employees  granted  voluntary  unpaid  time  off  or  placed  on  furlough  are 
precluded  from  using  sick  leave  with  pay  credits,  vacation  credits, 
compensatory  time  off  credits,  floating  holidays,  training  days  or  any  other 
form  of  pay  for  the  time  period  involved. 

Imposition  of  Furlough  - Fair  Labor  Standards  Act  (FLSA)  Restrictions 

1)  Furlough  for  employees  who  are  non-exempt  under  the  Fair  Labor 
Standards  Act  (FLSA)  shall  be  imposed  in  minimum  increments  of  one  hour. 

2)  Furlough  for  employees  who  are  exempt  under  the  Fair  Labor  Standards 
Act  (FLSA)  shall  be  imposed  in  minimum  increments  of  one  day. 

Vacation  and  Sick  Leave  with  Pay  Accruals  While  on  Voluntary  Unpaid 
Time  Off  or  Furlough 

Subject  to  passage  of  necessary  ordinances  by  the  Board  of  Supervisors, 
vacation  and  sick  leave  with  pay  accruals  shall  continue  during  a maximum  of 
ten  days  of  furlough  in  any  fiscal  year,  or  a maximum  of  20  days  for  approved 
voluntary  unpaid  time  off  taken  pursuant  to  this  Section  in  any  fiscal  year. 

Duration  and  Revocation  of  Voluntary  Unpaid  Time  Off  or  Furlough 

Furlough  imposed  upon  an  employee  shall  remain  in  force  for  the  period 
specified  in  the  written  notice  unless  sooner  revoked  by  written  notice  from  the 
atif^ei-ntina  officer  MTA  Director  of  Transportation'Desimee.  Approved 
voluntary  unpaid  time  off  taken  pursuant  to  this  section  may  not  be  changed  by 
the  MTA  Director  of  Transnortatioii'Desimee  appointiiii^-offteet^without  the 
employee's  consent. 
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Sec.  420.27  Unpaid  ■\dministrative  Leave  or  Furlough  (cont.) 

420. 27. S Resolution  of  Disputes 

Except  as  pro\  ided  elsewhere  in  this  section,  the  Human  Resources  Bii-'cetor 
■MT.A,  Director  of  Transportation  Desiaiee  shall  act  on  all  disputes  arising  out  of 
the  application  or  implementation  of  the  provisions  of  this  section.  The  decision 
of  the  Human  Resources-Director  MT.A.  Director  of  Transportation  Designee 
shall  be  final  and  shall  not  be  reconsidered  by  the  Commission. 
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Leaves  of  Absence 


Article  IX:  Other  Leaves  of  Absence 


Applicability:  The  pro\'isions  of  Rule  420  appK  to  empKn-ees  in  all  MTA  Ser\  ice-Ci  meal  classes  except  as  mav  be 
superceded  h\  a cullcetiv  c barcaininc  acrcenicnt  tur  those  cinplu'.ce-'  subject  to  Charter  Section 

S.40Q.  However,  all  denuiiioii^  in  dii^  Rule  are  applicable  to  employees  in  all  classes. 

Sec.  420.28  Leave  to  Accept  Other  City  and  Countv  Position 

420.28.1  Leave  by  an  employee  who  has  completed  the  probationary  period  to  accept 
exempt  or  temporary  appointment  in  the  City  and  County  service  may  be 
approved  for  the  duration  of  such  appointment.  Such  leave  by  a probationary 
employee  is  subject  to  the  provisions  of  the  Rule  governing  the  Probationary 
Period. 

420.28.2  Denial  of  such  leave  by  the  MTA  Director  of  Transportation  Desiunee 
ap pointing-officer  is  appealable  as  provided  elsewhere  in  this  Rule. 

Sec.  420.29  Educational  Leave 


420.29.1  Educational  leave  is  defined  as  leave  for  the  purpose  of  educational  or 
vocational  training  in  a field  related  to  the  employee's  current  position  and  as 
any  training  to  which  a veteran  is  entitled  pursuant  to  the  laws  of  the  United 
States  or  the  State  of  California. 


420.29.2  Educational  leave  may  be  approved  for  permanent  appointees  for  a period  of  up 
to  one  year.  Requests  for  educational  leave  of  longer  than  one  year  must  be 
renewed  each  year. 

420.29.3  Denial  of  educational  leave  is  appealable  as  provided  elsewhere  in  this  Rule. 

420.29.4  An  employee  on  educational  leave  shall  not  accept  other  employment  without 
approval  of  the  appoiniinu  officei^und  the  Human  Pv.esources  Director  MTA 
Director  of  TransportationUesiunee.  . except — for  employment — in  vacant 
positions  with  the  City  and-County  during  school  vacations. 
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Draft  2000 


Sec.  420.20 

Kdiicational  Leave  (coiit.) 

420.20.5 

As  soon  as  records  are  available,  the  employee  shall  periodically  present  to  the 
am'>c4mt4f>e-oiytcer-MT A Director  of  Transportatiorb'Desiunee  a record  of  | 
completed  educational  work.  These  records  shall  be  maintained  in  such  a 
manner  as  to  be  readily  available  for  audit-hy — Director  of  HuinaivR-esources 
stirff.  Failure  to  submit  an  acceptable  record  of  completed  educational  work 
shall  subject  the  employee  to  disciplinary  action  as  provided  in  the  Charter. 

Sec.  420.30 

Leave  for  Civilian  Service  in  the  National  Interest 

420.30.1 

Civilian  service  in  the  national  interest  is  defined  as  leave  to  serve  with  a 
federal,  state  or  other  public  agency  or  non-profit  organization  in  a program  or 
in  a capacity  which  the  H-uman — Resources- Director  MTA  Director  of 
Transportation 'Designee  deems  to  be  in  the  national  or  general  public  interest. 

420.30.2 

Such  leave  may  be  approved  for  permanent  appointees  for  a period  of  up  to  one 
year.  Requests  for  such  leave  of  longer  than  one  year  must  be  renewed  each 
year. 

420.30.3 

Denial  of  such  leave  is  appealable  as  provided  elsewhere  in  this  Rule. 

Sec.  420.31 

Leave  for  Employment  as  an  Employee  Organization  Officer  or 

Representative 

420.31.1 

Leave  for  employment  as  an  employee  organization  officer  or  representative  is 
defined  as  leave  to  serve  full-time  as  an  officer  or  representative  of  an 
employee  organization  whose  membership  includes  City  employees,  or  to 
attend  a convention  or  other  type  of  business  meeting  of  an  employee 
organization  as  an  officer  or  delegate  of  the  employee  organization. 

420.31.2 

Leave  for  permanent  appointees  may  be  approved  for  the  duration  of  such 
service. 

420.31.3 

Denial  of  such  leave  is  appealable  as  provided  elsewhere  in  this  Rule. 
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(Date  Issued) 
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DR.A.FT  2000 


Sec.  420.32 

Familv  Care  Leave 

420.32.1 

Definition  of  Family 

A unit  of  interdependent  and  interacting  persons,  related  together  over  time  by 
strong  social  and  emotional  bonds  and/or  by  ties  of  marriage,  birth,  and 
adoption,  whose  central  purpose  is  to  create,  maintain,  and  promote  the  social, 
mental,  physical  and  emotional  development  and  well  being  of  each  of  its 
members. 

420.32.2 

Permanent  employees  who  have  one  or  more  years  of  continuous  ser\'ice  in  any 
status  may  be  granted  up  to  one  year  of  unpaid  family  care  lea\’e  for  the 
following  reasons: 

1)  The  birth  of  a biological  child  of  the  employee; 

2)  The  assumption  by  the  employee  of  parenting  or  child  rearing 
responsibilities.  Family  care  leave  does  not  apply  to  an  employee  who 
temporarily  cares  for  a child  for  compensation,  such  as  a paid  child  care 
worker; 

3)  The  serious  illness  or  health  condition  of  a family  member  of  the 
employee,  the  employee's  spouse  or  domestic  partner,  a parent  of  the  employee 
or  the  employee's  spouse  or  domestic  partner,  the  biological  or  adoptive  child 
of  the  employee,  or  a child  for  whom  the  employee  has  parenting  or  child 
rearing  responsibilities;  or 

4)  The  mental  or  physical  impairment  of  a family  member  of  the  employee, 
the  employee's  spouse  or  domestic  partner,  a parent  of  the  employee  or  the 
employee's  spouse  or  domestic  partner,  the  biological  or  adoptive  child  of  the 
employee,  or  a child  for  whom  the  employee  has  parenting  or  child  rearing 
responsibilities,  which  impairment  renders  that  person  incapable  of  self-care. 

420.32.3 

Family  care  leave  is  unpaid  leave.  Such  leave  may  be  granted  in  addition  to 
accumulated  compensatory  time  off,  vacation  time,  floating  holiday  time  or 
sick  leave  as  specified  under  Sick  Leave  - Illness  or  Medical  Appointment  of 
Child. 

420.32.4 

Denial  of  family  care  leave  is  appealable  as  provided  elsewhere  in  this  Rule. 
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Dr.vft  2000 

Sec.  420.33 

\\  it  ness  or  Jurv  Duty  Leave 

420.33.1 

An  employee  who  is  summoned  as  a witness  on  behalf  of  the  City  and  County 
or  juror  for  a judicial  proceeding  shall  be  entitled  to  leave  with  pay  less  the 
amount  of  juror  or  witness  fee  paid  for  the  period  required  for  such  service 
(Charter  Section  A8.400G).  An  employee  who  is  summoned  to  serve  as  a 
witness  in  cases  which  involve  outside  employment  or  personal  business  affairs 
shall  be  placed  on  leave  without  pay  unless  vacation  leave  or  compensatory 
time  is  requested  and  granted. 

420.33.2 

Paid  witness  or  jury  duty  leave  shall  be  only  from  an  employee's  scheduled 
duty  time  and  shall  not  include  hours  outside  of  scheduled  hours  of  work  or  on 
days  off 

420.33.3 

Such  employees  shall  notify  the  appe-inti-i^ — efficer— MTA  Director  of 
Transportation/Desitinee  immediately  upon  receiving  notice  of  iury  duty.  | 

420.33.4 

An  employee  who  takes  vacation  leave  while  on  witness  or  jury  duty  leave 
shall  receive  regular  salary. 

420.33.5 

— .Approved  leaves  granted  under  this  section  shall  not  extend  the  probationary 

period:- 

Sec.  420.34 

Holiday  Leave 

Holiday  leave  shall  be  as  provided  by  ordinance  of  the  Board  of  Supervisors. 

Sec.  420.35 

Vacation  Leave 

Vacation  leave  shall  be  as  provided  in  the  Charter  and  by  ordinance  of  the 
Board  of  Supervisors. 

Sec.  420.36 

Involuntary  Leave  of  Absence 

420.36.1 

Whenever  it  becomes  necessary  to  effect  a reduction  in  force  due  to  lack  of 
work  or  lack  of  funds  which  shall  result  in  the  displacement  of  a permanent  or 
probationary  appointee  from  the  City  and  County  service,  the  MTA  Director  of 
[Tansportatiorr^Designeeaii-appointi-ng  officer,  notwithstanding  other  provisions 
of  these  Rules  governing  leaves  of  absence,  shall  place  such  employees  on  a 
leave  of  absence  of  an  involuntary  nature  unless  the  employee  elects  to  be  laid 
off 
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(Date  Issued) 


City  and  County  of  San  Francisco  Civil  Service  Commission 

Draft  2000 


Sec.  420.36 

Involuntary  Leave  of  Absence  (cont.) 

420.36.2 

Such  reductions  in  force  shall  be  effected  by  the  provisions  of  this  Rule 
governing  seniority  and  order  of  layoff 

420.36.3 

Employees  placed  on  an  involuntary  leave  of  absence  shall  be  ranked  on  the 
holdover  roster  for  the  class  from  which  laid  off  and  shall  be  returned  to  duty  as 
provided  in  this  Rule. 

420.36.4 

Leaves  of  absence  imposed  under  the  provisions  of  this  Rule  shall  expire  upon 
the  return  to  duty  of  the  holdover,  upon  the  expiration  of  holdover  status,  or 
upon  written  request  of  the  employee  to  elect  to  be  laid  off  while  on 
involuntary  leave. 

Sec.  420.37 

Religious  Leave 

420.37.1 

Employees  may  be  granted  leave  when  personal  religious  beliefs  require  that 
the  employee  abstain  from  work  during  certain  periods  of  the  work  day  or  work 
week.  Such  leave  shall  be  known  as  "Religious  Leave." 

420.37.2 

Religious  leave  shall  be  without  pay  unless  the  employee  elects  to  use 
accumulated  compensatory  time  off,  vacation  time,  or  floating  holiday  time. 

420.37.3 

Denial  of  religious  leave  is  appealable  as  provided  elsewhere  in  this  Rule. 

Sec.  420.38 

Personal  Leave 

420.38.1 

Personal  leave  is  defined  as  leave  for  reasons  other  than  those  covered  in  other 
sections  of  this  Rule. 

420.38.2 

Personal  leave  for  permanent  employees  may  be  approved  for  a period  of  up  to 

12  months  within  any  two-year  period.  Personal  leave  for  temporar>'  or 
provisional  employees  may  be  approved  only  if  replacement  of  the  employee  is 
not  required  and  for  a maximum  of  one  month. 

420.38.3 

On  the  request  of-arH-appeinting  officer,  the  H-umaH-Resources  Direc-toF^Thc 

MTA  Director  of  Transpoitation/Desienee  may  for  reasons  deemed  to  be  in  the 
best  interest  of  the  service  approve  extension  of  personal  leave  for  permanent 
employees  beyond  a 12  month  period. 
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(Date  Issued) 


City  and  County  of  San  Francisco  Civil  Serv  ice  Commission 

Draft  2000 

Rule  420 

Leaves  of  Absence 


Article  X:  Appeal  Procedures 

Applicabilitv"  Tlie  pros  of  Rule  420  applv  to  employees  i:'.  all  MTA  Sen  ice-Critical  classes  except  as  may  be 
siincrced b-.-  a collecrive  baruainiiii^  agreen.en:  for  those  employees  subject  to  Chaner  Section 
.^■409.  H''  .'  c ■ er.  all  definitious  in  diis  Rule  are  a-^oluuble  to  employees  ia  all  classes. 


Sec.  420.39  Appeal  Procedures 

420.39.1  Appeals  concerning  furloughs  or  voluntary'  unpaid  time  off  are  excluded  from 
appeal  under  this  section  and  are  appealable  as  provided  elsewhere  in  this  Rule. 

420.39.2  In  cases  where  appeal  is  specifically  granted  in  this  Rule,  a dispute  concerning 
the  application  or  implementation  of  the  provisions  of  this  rule  shall  be 
processed  EITHER,  at  the  option  of  the  employee; 

1)  in  accordance  with  the  grievance  procedure  provided  by  the  Human 
Rese-Uree5Hi>ire€40-{^for  unrepresented  employees  or  in  a collective  bargaining 
agreement. 

2)  by  appeal  in  writing  to  the  Human  Resources  Director  MTA  Director  of 
T ranspoitation  Desi gnee,  whose  decision  shall  be  final  and  shall  not  be 
reconsidered  by  the  Commission.  A decision  under  one  option  shall  preclude 
the  use  of  the  other  option. 
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(Date  Issued) 


City  and  County  of  San  Francisco 


Draft  2000 


Civil  Service  Commission 


Rule  421 
Layoff 


Applicability:  Except  as  noted,  the  piovisions  of  Rule  421  apply  to  employees  in  all  MTA  Sci  vicc-Critical 
classes  except  as  may  be  superceded  bv  a collective  bar<iainin>z  agreement  for  those 

employees  subject  to  Charter  Section  8.409.  However,  all  definitions  in  this  Rule  are 

applicable  to  employees  in  all  classes.  (>t-fatle-24-at>nlvMeH41-effieet-tw^ 


K.Apd.-  ■■HtHvcH-efT-a-ll-de-l-l-ftrtH>Fts-Ht-t4-HS-R-ttle-ape-app-lttrab4o--t<->-e)Ttpkvye-t'S— ttv-ail-c-lasseS; 


Article  I 

Rules  Prescribed  - Authoritv 

Article  II 

Seniority 

Article  III 

Order  of  Layoff 

Article  IV 

Layoff  - Provisional  and  Temporary  Employees 

Article  V 

Layoff  - Probationary  Employees 

Article  VI 

Layoff  - Permanent  Employees 
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(Date  Issued) 


Cit\  and  County  of  San  Francisco 


Draft  2000 


Civil  Service  Commission 


Rule  421 
Layoff 


Article  1:  Rules  Prescribed  - Authority 

Applicability:  Except  as  noted,  the  provisions  of  Rule  421  apciv  to  eniplovees  in  all  MI  A Ser\ice- 
Cfiiical  classes  except  as  may  be  superceded  by  a collective  barqainirc  agreement 

for  those  employees  subject  to  Charter  Section  8.409.  However,  a!  definitions  in 

this  Rule  are  applicable  to  employees  in  all  classes. 


Sec.  421.1  Rules  Prescribed  - Authority 

421.1.1  Under  the  authority  of  Section  10.101  of  the  Charter  of  the  City  and 
County  of  San  Francisco,  the  Civil  Service  Commission  of  the  City  and 
County  of  San  Francisco  does  prescribe  and  adopt  the  following  Rule 
which  shall  have  the  force  and  effect  of  law. 


421.1.2  The  MTA  Director  of  Transportation'Desiunee  Human — Resources 
D-ireeieF-shall  be  responsible  for  administering  and  making  effective  the 
provisions  of  this  Rule,  and  establishing  such  administrative  controls  as 
may  be  necessary'. 

421.1.3  In  all  matters  pertaining  to  interpretation  of  this  Rule,  the  decision  of  the 
Commission  shall  be  final. 
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Civil  Service  Commission 


DR.AFT2000 

Rule  421 
Layoff 


Article  II:  Seniority 

Applicability:  Except  as  othenvise  n>ncd.  the  pr()\  i>ions  of  Rule  421  apply  to  employees  in  all  MTA 
Sen.  ice-Critical  cla^>e.v  except  mav  be  superceded  by  a colleclive  baritainine  aereemeni 

for  those  employee^  < ihject  lo  C haner  Section  8.409.  Ho\\e\ei.  all  definitions  in  this  Rule 
are  applicable  to  employees  m all  classes. 


Sec.  421.2  Determination  of  Seniority 

421.2.1  Except  as  may  otherwise  be  provided  in  this  Rule,  seniority  shall  be 
determined  as  follows: 

1)  Permanent 

Seniority  for  permanent  appointees  shall  be  determined  by  the  date  of 
certification  which  resulted  in  a permanent  appointment  to  a position  in 
a class  in  a department.  Seniority  for  appointees  granted  status  or 
permanent  tenure  to  a class  shall  be  determined  by  the  date  of 
certification  in  the  class  from  which  status  or  permanent  tenure  was 
granted. 

2)  Temporary  from  Eligible  List 

Seniority  for  temporary'  employees  appointed  from  an  eligible  list 
shall  be  determined  by  the  date  of  certification  which  resulted  in  a 
temporary  appointment  to  a position  in  a class  in  a department. 

3)  Limited  Tenure 

1 lie  pro-,  i^ion^  of  Rule  421.  Sec.  421.2.1  (3).  shall  apply  onlv  to  MTA  Sen  ice-Critical 

eniplovee>  in  classes  represented  bv  the  Transport  Workers  I -nion.  Locals  200  and 

250A. 

Seniority  for  limited  tenure  appointees  shall  be  determined  by  the  date 
an  appointee  starts  to  work  in  a current  continuous  limited  tenure 
appointment  in  a department.  Seniority  in  the  event  of  ties  shall  be 
determined  by  the  MTA  Director  of  Ti'ansportation/Designeeappointinu 
offrc-€F--_whose  decision  shall  be  final.  For  purposes  of  calculating  the 
seniority  of  non-civil  service  or  limited  tenure  employees,  all  periods  of 
time  served  in  the  most  recent  continuous  temporary  or  limited  tenure 
appointment  shall  be  combined  and  the  cumulative  total  derived  thereby 
shall  be  used  to  determine  seniority. 
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(Date  Issued) 
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Sec.  421.2 

Determination  of  Senioritv  (cont.) 

21.2.2 

Excluding  involuntary'  leave  as  provided  elsewhere  in  this  Rule, 
seniority  shall  not  be  affected  or  reduced  by  current  or  previous  periods 
of  authorized  leave  of  absence  or  authorized  reduction  in  work 
schedules. 

421.2.3 

In  calculating  permanent  seniority  in  a class,  temporary  seniority  in  the 
same  class  shall  not  be  added  to  permanent  seniority  in  a class. 

421.2.4 

In  calculating  temporary  seniority  in  a class,  permanent  seniority  in  the 
same  class  shall  be  added  to  temporary  seniority  in  a class. 

421.2.5 

Seniority  acquired  in  a recognized  craft  apprenticeship  program  with  the 

City  and  County  shall  be  added  to  seniority  in  the  journey-level  class. 

Sec.  421.3 

Tie  Scores  in  Senioritv' 

421.3.1 

In  the  event  of  ties,  seniority  of  civil  service  appointees  shall  be 
determined  by  rank  on  the  eligible  list.  In  detennining  rank,  earlier 
eligible  lists  have  priority  over  later  eligible  lists  and  promotive  lists 
have  absolute  priority  over  entrance  lists. 

421.3.2 

In  the  event  of  a tie  in  rank  among  appointees  from  lists  of  eligibles 
adopted  on  or  after  December  6,  1991,  the  methods  listed  below  shall  be 
used  to  determine  seniority  in  the  following  order  of  priority  until  the  tie 
is  broken.  First,  the  appointee  with  the  longest  continuous  service  in  the 
class  under  permanent  civil  service  appointment  regardless  of 
department  shall  be  ranked  above  appointees  with  lesser  service  in  the 
class;  then,  the  appointee  with  the  longest  continuous  citywide  service 
under  permanent  civil  service  appointment  regardless  of  class  shall  be 
ranked  above  appointees  with  lesser  citywide  service;  finally,  if  the  tie 
has  not  been  broken  by  the  preceding  methods,  it  shall  be  broken  by  lot 
in  the  manner  prescribed  by  the  MTA  Director  of 
Transporlation/Desimiee  Human — Resources — Director  and  conducted 
under  the  supervision  of  the  MTA  Director  of  Transportation 'Dcsimiec 

Human  Resources  Director  or  a designee.  The  decision  of  the  MTA 

Director  of  Transportation/Desimiee  H-umaiT-Reseurc-es  Director  shall  be 
final  and  shall  not  be  reconsidered  by  the  Commission.  In  no  case  shall 
service  before  resignation  and  reappointment  or  discharge  and 
reemployment  be  included  in  determining  length  of  ser\'ice  for  the 
purposes  of  this  section. 
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Sec.  421.4 

421.4.1 

421.4.2 

421.4.3 

421.4.4 


CSC  Rules  - 


Establishment  and  Verification  of  Seniority  Roster 


When  a layoff  is  imminent,  tlie  MTA  Director  of 
Transnortation'Dcsiunee  an  appointing  officer  shall  notify  the  City’s 
Department  of  Human  Resources  as  to  the  class  or  classes  affected. 

If  requested  by  the  City's  Human  Resources  Director,  the  MTA  Director 
of  Transportation 'Designees  appointing  officer  shall  provide  a seniority 
roster  including,  but  not  limited  to,  the  name,  status,  certification  date, 
and  rank  on  eligible  list  of  all  employees  in  the  affected  classes  and  the 
number  of  such  employees  to  be  laid  off. 

The  MTA  Director  of  transportatioivDesiunee  Human — Resources 
Director,  upon  verification  of  the  seniority  roster,  shall  notify  the 
appointin^-officer  the  Cit\  ’s  Director  of  Human  Resources  of  the  names 
of  those  employees  to  be  laid  off 


Whenever  possible  the  MTA  Director  of  Transpoitation-Desienee 
appoint-ing-officer-must  notify  affected  employees  sufficiently  in  advance 
of  a layoff 
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(Date  Issued) 


Cit\  and  County  of  San  Francisco 

Drai T 2000 


Civil  Service  Commission 


Rule  421 
Layoff 

Article  III:  Order  of  Layoff 


Applicability;  Except  as  o tli e rwise  iioted,  the  provisions  of  Rule  421  apply  to  employees  in  all  MTA 
Sci\icc-t  niual  cl.isscs  except  as  may  be  superceded  by  a collective  bargaining 
aqi'eetnent  for  those  employees  subject  to  Charter  Section  8.409.  However,  all 
definitions  in  this  Rule  are  applicable  to  employees  in  all  classes. 


Except  as  may  othei'wise  be  prm-ided-4n-tliis-R-ule,-  layoff  of  emfileyees 

shall  be  -by  inverse  order  of-seHiet4ly  in  a class-and-department  in  the 

■(bl-l0\vii->^-order  of-absolut€-t>rieFky^ 


-24 

21 
■)  1 

.54 

.5-.-2 

T, 

— Provisional 

T empoRUA-FroniEbgibloTost 

24 

.5.4— 

— P-ermanont 

Sec.  421.5 


Order  ( 


Except  as  may  otherwise  be  provided  in  this  Rule,  layoff  of  employees 
shall  be  by  inverse  order  of  seniority  in  a class  and  department  in  the 
following  order  of  absolute  priority: 


421.5.1  Provisional  /Non-Civil  Service/Limited  Tenure 
421.5.42  Temporary  From  Eligible  List 
421.5.53  Probationary 
421.5.64  Permanent 


Sec.  421.6  Exceptions  to  Order  of  Layoff 

421.6.1  Provisional  or  limited  tenure  employees,  who  qualified  for  their 
positions  as  a result  of  meeting  specific  hiring  criteria  and  who  are 
appointed  under  specific  funding  guidelines  which  limit  the  duration  of 
employment  shall  be  laid  off  at  the  end  of  their  designated  tenure 
without  effect  on  any  other  employees. 
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(Date  Issued) 


City  and  County  of  San  Francisco 

Dr.\ft  2000 


Civil  Service  Commission 


Sec.  421.6  Exceptions  to  Order  of  Layoff  (cont.) 

421.6.2  Persons  appointed  to  positions  requiring  special  qualifications  or  skills 
shall  be  laid  off  when  the  work  requiring  such  special  qualifications  or 
skills  is  completed,  providing  such  appointees  shall  have  rights  to 
continue  employment  within  their  class  in  positions  where  the  special 
qualifications  or  skills  are  not  required  if  their  name  has  been  reached 
for  certification  to  a regular  position. 

421.6.3  In  the  event  of  a layoff,  a person  appointed  to  a position  requiring  special 
qualifications  or  skills  as  approved  by  the  MTA  Director  of 
Transportation 'Desiunee  Human  Resources-Di rector  shall  continue  in 
the  position  unless  a more  senior  employee  or  holdover  in  the  class  in 
which  the  layoff  occurs  possesses  the  same  qualifications  and  skills. 
The  MTA  Director  of  Transportation/Pesiimee  Human — Resources 
Director  may  administer  such  tests  as  deemed  necessary  to  determine 
possession  of  special  qualifications  and  skills. 

421.6.4  All  exceptions  to  the  order  of  layoff  shall  require  the  express  approval  of 
the  MTA  Director  of  Transportalion/DesiuneeHuman — Resources 
Director. 
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(Date  Issued) 


City  and  County  of  San  Francisco 

Draft  2000 


Civil  Service  Commission 


Rule  421 
Layoff 


Article  1\':  Layoff  - Provisional  and  Temporary  Appointees 


Applicability:  l-.\copt  as  noted,  the  provisions  of  Rule  421  apply  to  empUnees  in  all  MTA  Sei\  ice-Cntical 
s' l-issos  except  as  mav  be  superceded  bv  a collective  baieainini;  aureement  for  those 

cmploN'ccs  subject  to  Chartcf  Section  8.409.  However,  all  definitions  in  tins  Rule  arc 

applicable  to  employees  in  all  classes. 

Sec.  421.7  Layoff  - Provisional  Appointees 

Except  as  provided,  provisional  appointees  shall  be  laid  off  at  the 
discretion  of  the  MTA  Director  of  Transportation/Designee  appointing 
officer;  except  that  entrance  provisional  employees  shall  be  laid  off  prior 
to  the  layoff  of  any  promotive  provisional  appointees  in  the  same  class. 
Pro\'isional  appointees  who  hold  permanent  status  in  another  class  and 
who  are  laid  off  shall  revert  to  their  permanent  positions. 

Sec.  421.8  Layoff  - Non-Civil  Service  Appointees 

The  provisions  of  Sec.  421.8  shall  annl\-  onh  to  MTA  Service-Critical  employees  in 

classes  represented  bv  the  Transport  Workers  I 'nion.  Locals  2()()  and  25().A. 

Non-civil  serv'ice  appointees  shall  be  laid  off  at  the  discretion  of  the 
MTA  Director  of  Transportation 'Designee  appe-inFmc-efficer.  Non-civil 
serv'ice  employees  who  were  previously  limited  tenure  or  temporary  civil 
service  in  a current  continuous  appointment  shall  be  treated  as  limited 
tenure  for  the  purposes  of  layoff. 


Sec.  421.9  Layoff  - Limited  Tenure  Appointees 

The  provisions  of  Sec.  421.9  shall  apply  only  to  MT.A  Service-Critical  employees  in 

classes  represented  bv  the  Transport  Workers  Ihiion.  l ocals  200  and  250A. 

The  layoff  of  a limited  tenure  appointee  shall  be  governed  by  the 
following  provisions: 

421.9.1  The  limited  tenure  appointee  with  the  least  seniority  in  the  class  in  the 
department  shall  be  laid  off  first  except  if  a more  senior  limited  tenure 
appointee  elects  to  be  laid  off.  In  the  event  of  a conflict,  the  limited 
tenure  appointee  with  the  greater  seniority  shall  have  preference. 


421.9.2  Entrance  limited  tenure  employees  shall  be  laid  off  prior  to  the  layoff  of 
any  promotional  limited  tenure  appointees  in  the  same  class. 
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(Date  Issued) 


City  and  County  of  San  Francisco  Civil  Service  Commission 

Draft  2000 


Sec.  421.9 

Lavoff  - Limited  Tenure  Annointees  (cont.) 

1 he  Di'0\isions  of  Sec.  421.9  shall  aDpIv  onlv  to  emplo\ces  in  M TA  Serv'ice-Crilical 

classe.>  represented  bv  the  Transport  Workers  Union.  Locals  2()()  and  2.50A. 

421.9.3 

Limited  tenure  appointees  who  hold  permanent  status  in  another  class 
and  who  are  laid  off  shall  revert  to  their  permanent  positions. 

Sec.  421.10 

Temporarv  Annointees  from  Elioible  List 

421.10.1 

Order  of  layoff  for  temporary  appointees  shall  be  by  class  within  a 
department,  by  inverse  order  of  seniority  except  if  a more  senior 
temporary  appointee  elects  to  be  laid  off.  In  the  event  of  a conflict,  the 
temporary  appointee  with  the  greater  seniority  shall  have  preference. 

421.10.2 

The  names  of  temporary  appointees  who  are  laid  off  shall  be  returned  to 
the  eligible  lists  from  which  appointed  for  further  certification  if  such 
lists  are  still  in  existence. 
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(Date  Issued) 


Cit\  and  Count)  of  San  Francisco 


Draft  2000 


Civil  Service  Commission 


Applicability: 

Sec.  421.11 

421.11 

421.11 


Rule  421 
Layoff 

Article  \ : Layoff  - Probationary  Appointees 

Except  as  noted,  the  provisions  of  Rule  421  apply  to  employee-,  m all  M TA  Service- 

Critical  classes  except  as  may  be  superceded  by  a collective  barcaininq  agreement 

for  those  employees  subject  to  Charter  Section  8.409.  However,  all  definitions  in 

this  Rule  are  applicaole  to  employees  in  all  classes. 

Layoff  - Probationary  Appointees 

.1  Probationary  appointees  shall  be  laid  off  in  inverse  order  of  the  date  of 
permanent  certification,  except  if  a more  senior  probationar>'  or 
permanent  appointee  elects  to  be  laid  off  In  the  event  of  a conflict,  the 
probationary  or  permanent  appointee  with  the  greater  seniority  shall  have 
preference. 

.2  As  provided  elsewhere  in  these  Rules,  a probationary  appointee, 
regardless  of  length  of  ser\ice,  may  displace  any  temporary  appointee 
including  part-time  exempt,  in  the  same  class  in  any  department. 
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(Date  Issued) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Draft  2000 

Rule  421 
Layoff 

Article  VI:  Layoff  - Permanent  Appointees 

Applicability:  Except  as  noted,  the  pro\  isions  of  Rule  421  apply  to  employees  in  all  MTA  Service-Critical 
classes  except  as  may  be  superceded  bv  a collective  bargainimt  agreement  for  those 

employees  subject  to  Charter  Section  8.409.  However,  all  definitions  in  this  Rule  are 

applicable  to  employees  in  all  classes. 


Sec.  421.12  Layoff  - Permanent  Appointees 

421.12.1  Layoff  of  permanent  appointees  shall  be  by  class  in  a department  in 
inverse  order  of  seniority  except  if  a more  senior  permanent  appointee 
elects  to  be  laid  off  In  the  event  of  a conflict,  the  permanent  appointee 
with  the  greater  seniority  shall  have  preference. 

421.12.2  Layoff  shall  be  treated  separately  under  each  appointing  officer  except 
that  permanent  and  probationary  employees  may  displace  other 
permanent  or  probationary  employees  in  the  same  class  with  less 
seniority  in  any  department. 


Sec.  421.13  Reinstatement  from  Entrance  Appointment 

Am  employee  laid  off  from  an  entrance  appointment  shall  be  either: 

421.13.1  Restored  to  a position  in  a class  and  department  which  the  employee 
held  on  a permanent  basis  immediately  prior  to  appointment  in  the  class 
from  which  laid  off  If  necessary,  layoffs  in  the  classes  affected  shall 
follow; 

421.13.2  or,  as  directed  by  the  City's  Human  Resources  Director,  appointed  in 
rank  order  of  seniority  to  a position  not  filled  by  a permanent  employee 
in  any  other  city  department  in  the  class  held  on  a permanent  basis 
immediately  prior  to  appointment  in  the  class  from  which  laid  off; 
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(Date  Issued) 


Cit\  and  Count)’ 

See.  421.13 
421.13.3 


Sec.  421.14 

Sec.  421.15 

421.15.1 

421.15.2 

Sec.  421.16 

421.16.1 

421.16.2 


of  San  Francisco  Civil  Service  Commission 

Draft  2000 

Reinstatement  from  Entrance  Appointment  (cont.) 

or,  if  options  1 and  2 are  exhausted  or  if  the  employee  had  no  permanent 
status  prior  to  appointment  in  the  class  from  which  laid  off;  the 
employee,  subject  to  the  approval  of  the  Commission,  may  be  appointed 
to  a position  in  a class  similarly  related  to  the  class  from  which  the  layoff 
occuiTcd  provided  such  action  shall  not  adversely  affect  an  incumbent 
certified  from  an  eligible  list.  The  City’s  Human  Resources  Director 
shall  designate  classes  between  departments  and  recommend  such 
classes  to  the  Commission.  The  iVlTA  Director  of 
Transponation  Designee  shall  make  such  designations  and 

recommendations  for  classes  within  MTA. 

Requirement  for  Probationary  Period 

Reinstatement  to  a position  other  than  the  position  in  the  class  and 
department  in  which  permanently  employed  immediately  prior  to 
appointment  in  the  class  from  which  laid  off  shall  require  the  appointee 
to  serv'e  a new  probationary  period. 

Seniority  Date  Upon  Reinstatement 

Employees  who  are  reinstated  to  a position  held  on  a pemianent  basis 
immediately  prior  to  appointment  in  the  class  from  which  laid  off  shall 
return  with  their  original  seniority  date  in  the  class. 

Employees  who  are  reinstated  to  a position  in  which  they  have  had  no 
prior  permanent  service  shall  have  seniority  calculated  from  the  date  of 
certification  to  the  class  from  which  laid  off 

Layoff  - Promotive  Appointees 

An  employee  laid  off  from  a proniotive  appointment  shall  be  either; 

Restored  to  a position  in  the  class  and  department  from  which  promoted. 

If  necessary,  layoffs  in  the  classes  affected  shall  follow; 

Or,  as  directed  by  the  Cilv’s  Human  Resources  Director,  appointed  in 
rank  order  of  seniority  in  the  class  to  a position  not  filled  by  a permanent 
appointee  in  the  class  from  which  promoted  in  any  other  city 
department; 
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Sec.  421.16 
421.16.3 


421.16.4 

421.16.5 

421.16.6 

421.16.7 


Layoff  - Promotive  Appointees  (cont.) 


Or,  if  options  I and  2 are  exhausted,  the  employee,  subject  to  the 
approval  of  the  Commission,  may  be  appointed  to  a position  in  a class 
similarly  related  to  the  class  from  which  the  layoff  occurred  or  to  an 
appropriate  lower  rank  class  provided  such  action  shall  not  adversely 
affect  the  permanent  incumbents.  The  City’s  Human  Resources  Director 
shall  designate  classes  between  departments  and  recommend  such 
classes  to  the  Commission.  The  MTA  Director/Desiunee  shall  make 
such  designations  and  recommendations  for  classes  within  MTA. 


An  employee  who  has  completed  the  probationary  period  in  a promotive 
appointment  that  is  two  or  more  steps  higher  in  an  occupational  series 
than  the  permanent  position  from  which  promoted  may  be  returned  to  a 
position  in  the  City  and  County  service  in  the  next  lower  ranks.  If 
necessary,  layoffs  in  the  classes  affected  shall  follow. 

For  the  purposes  of  this  section,  seniority  in  the  intermediate  class  or 
classes  shall  be  calculated  from  the  date  of  certification  in  the  higher 
class  or  in  a class  designated  by  the  City’s  Human  Resources  Director  or 
the  MTA  Director  of  Transpoilation/Desimiee  as  siniilarly  related  to  the 
intermediate  class. 

If  the  employee  laid  off  is  the  least  senior  employee  in  the  intermediate 
rank(s),  the  employee  shall  be  placed  on  holdover  list(s)  for  such 
intermediate  rank(s)  and  shall  be  restored  to  the  class  from  which 
promoted. 

Promotive  employees  who  do  not  wish  to  be  reinstated  to  a former  class, 
a similarly-related  class,  or  an  intermediate  class  may  waive  such 
reinstatement  and  elect  to  be  laid  off  or  placed  on  involuntary  leave. 
Such  waiver  shall  not  affect  the  employee's  status  on  a holdover  roster 
for  the  class  from  which  laid  off 
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(Date  Issued) 


Cits  and  County 

Sec.  421.17 

421.17.1 

421.17.2 

Sec.  421.18 

Sec.  421,19 


of  San  Francisco  Civil  Service  Commission 

Draft  2000 

Higher  Class  Not  Filled  bv  Promotional  Examination 


The  Commission  may  order  that  the  provisions  of  this  Rule  shall  apply 
to  appointees  in  higher  classes  in  a class  series  even  though  the 
examination  for  such  higher  class  was  not  held  as  a promotive 
examination  or  where  appointees  were  blanketed  in  to  such  higher 
classes.  If  necessary,  layoffs  in  the  classes  affected  shall  follow. 

For  the  purposes  of  this  section,  seniority  in  the  intermediate  class  or 
classes  shall  be  calculated  from  the  date  of  certification  in  the  higher 
class  or  in  a class  designated  by  the  City’s  Human  Resources  Director  or 
the  MTA  Director  of  Transportatioii'Pesignee,  as  similarly  related  to  the 
intermediate  class. 

Requirement  for  Probationary  Period 

Reinstatement  to  a position  other  than  the  position  in  the  class  and 
department  from  which  promoted  shall  require  the  appointee  to  serve  a 
new  probationary  period. 

Reinstatement  with  Employee's  Original  Seniority  in  the  Class 

Employees  who  are  reinstated  from  a promotive  appointment  are 
restored  with  their  original  seniority  in  the  class,  if  any. 
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Draft  2000 


Civil  Service  Commission 


Rule  422 

Employee  Separation  Procedures 


Applicability:  Unless  otherwise  noted,  the  prox'isions  of  Rule  422  sluill  appl\'  to  cinphncos  in  all  iVlTA  Scr\'ice- 
Critical  classes  except  as  may  be  snperceded  b\  a enlleeli\e  baitiainine  aureerneiU  for  those 
employees  subject  to  Charter  Section  S.409.  However,  all  dellnitions  in  this  Rule  are  applicable  to 

employees  in  all  classes.  The  pro-visions  of-Rule  -22  apply-  to  all-  ofl^^i^s-4H^tel--empk>vees-exeep^-tts 

leetfve-baF^ining 
9-and  AHr§^90.-  I lowever— -all 

fcU4lpitieHS-iH-tbi-s--foi4e  are  ii-pfiUeablc^t  ^-empleyet^r-ni-all-alassefa — l-f  there  is  an-y-cenfliet-in-tlie 
Utbis  Rule  imtl  lelevanPGbart 


Article  I:  Separation  Procedures 


Article  II:  Termination  of  Temporary  Employee 


Article  III:  Termination  of  Limited  Tenure  Employee 


Applicability: 


I he  proMsions  of  Article  111.  lUile  422,  shall  apply  onK  to  employees  in  M I A Service-Critical 

classes  reinesented  h\  the  Transport  Workers  Lnnon.  l ocals  200  and  25UA.  except  as  may  be 
superceded  bv  a collecti\c  bamamine  nercement  t\jr  those  cmplowcs  subject  to  Uharter  Section 
8.4U9.  However,  all  deliniiions  in  ihis  Rule  arc  applicable  lo  employees  in  all  classes.  The 

pi-ov-fereias  of  ,Vrti€-le-H-M‘lalc-T2T-applv-t>ply  eraployee^-HV-classes-represe-tUed-by-  the-Pranspoft 
We-rhers  Union — Ueea4-3140-and-24(T'U-arKl-meMPbers-t:vUtlHyupitbrmed-rLmk-s-yvUthe-S.-lA-l-olice-aHd 


}4pweverT-all-ylet4rrkmHS--r(v-14trleT-Tare-sapj>lK-abkMP-epiplt->yees-4rr--all-c-k>sses7 


Article  IV:  Dismissal  of  Permanent  Employee 

Article  V:  Resignation  - Services  Unsatisfactory 

Article  VI:  Absence  from  Duty  Without  Leave  (Automatic 
Resignation) 
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Draft  2000 


Civil  Service  Commission 


Rule  422 

Employee  Separation  Procedures 

Article  I:  Separation  Procedures 

A p p 1 i c ab i 1 i ty : 'Flio  prox  isions  ol'  Aiiiclc  1,  Rule  422,  sliall  apply  to  employees  in  all  MI  A Sei vice-Critical 
classes  except  as  mav  h c superceded  by  a eoUective  bamaininu  aeieeinent  For  tliose  employees 
subiecl  to  Charter  Section  8.409.  However,  all  definitions  in  this  Rule  are  applicable  to 

employees  in  all  classes. 


Sec.  22.1  Rules  of  Procedure  Governing  Separation  Hearings 


2^TCrl ^ li i s-A rt iole  prescri Fes  the-proee4ures  go\enuB^4^e--separ-ation-or-the-  foHowing: 


—See^22.  i.  l Hipi}lk‘s-((h-etnifloyt 

Piyiiee-and-Fiiv 

DepumneH  fs-Ht‘pt^esenk!ii-k)^ht‘-Sr4k-IkAk:e-0}fietH^!A^iiis<>eiatio^Hr-l^oeal  911  ami-Fh-efpj^hters.  L 


4^ TeniporaryempIoyee-frenT-aAist 

-A DiejBHSsa-l  of  permanent  employe 


22.1.1  This  Article  prescribes  the  procedures  governing  the  separation  of  the  following: 


Union — Locals  200  and  250A,  anii-fht'-membee^oj-tho  S.F.  Police  and-Fire  Departments  represented  by 


1 . Temporary  employee  from  a list 

2.  Limited  tenure  employee 

3.  Dismissal  of  permanent  employee 

422.1.2  A notice  of  termination  on  the  prescribed  fonn  prescribed  by  the  -H-umm 
Resources — Director — from  the  a}0{>oin-tmg — oTficef — MTA  Director  of 
Transportation/Pesittnee  to  the  employee  detailing  the  specific  reason(s)  for  the 
termination,  shall  serve  as  official  notice  of  such  termination.  The  notice  of 
termination  shall  be  sent  by  certified  mail  or  personally  delivered.  Copies  of  the 
teiTnination  form  must  be  filed  in  the  City’s  Department  of  Human  Resources. 
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Sec.  422.1  Rules  of  Procedure  Governing  Separation  Hearings  (cont.) 

422.1.3  The  notice  of  termination  must  include  the  following  information: 


1)  The  employee  has  the  right  to  a hearing  before  the  Civil  Service  Commission 
provided  that  a request  for  hearing  is  made  in  writing  and  is  received  by  the 
Executive  Officer  within  20  calendar  days  from  the  date  of  termination  of 
appointment  or  from  the  date  of  mailing  of  the  Notice  of  Termination  whichever 
is  later.  In  the  event  the  20th  day  falls  on  a non-business  day,  the  deadline  shall 
be  extended  to  the  close  of  business  of  the  first  business  day  following  the  20th 
day. 

2)  The  decision  of  the  Civil  Service  Commission  may  affect  any  future 
employment  with  the  City  and  County  of  San  Francisco. 

3)  Representation  by  an  attorney  or  authorized  representative  of  the  employee's 
choice  at  the  inquiry; 

4)  Notification  of  date,  time  and  place  of  inquiry  a reasonable  time  in  advance; 
and 

5)  Inspection  by  the  employee's  attorney  or  authorized  representative  of  those 
records  and  materials  on  file  with  the  Executive  Officer  which  related  to  the 
termination. 

422.1.4 

Any  interested  party  may  request  a continuance  of  the  inquiry. 

422.1.5 

The  stated  reason(s)  for  the  termination  must  be  enumerated.  Records  of 
warnings,  reprimands  and  previous  suspensions,  if  applicable  to  the  reasons  for 
termination,  must  be  attached  to  the  termination  form. 

422.1.6 

To  the  extent  practicable,  the  departmental  representative  who  has  the  most 
complete  personal  knowledge  of  the  facts  which  constitute  the  basis  for  the 
termination  shall  appear  when  the  matter  is  to  be  considered  by  the 
Commission.  The  matter  will  be  heard  in  accordance  with  the  procedures 
provided  elsewhere  in  these  Rules.  Interested  parties  may  record  the  inquiry  if 
they  provide  the  necessary  equipment. 
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Sec.  422.2 

Elisibilitv  Status  Pending  Commission  Action  on  Termination  or  Dismissal 

Except  as  otherwise  ordered  by  the-  Human-ResourceG  Director  MTA  Director  I 
of  Transporlation/Designee,  pending  action  of  the  Commission  on  termination  | 
of  any  appointment  or  upon  preferring  of  charges  for  dismissal,  the  name  of  the 
appointee  shall  be  placed  under  waiver  for  all  appointment(s)  on  any  eligible  list 
on  which  the  person  has  standing  and  shall  be  otherwise  ineligible  for  any 
employment  in  the  City  and  County  service. 

Sec.  422.3 

Effect  of  Commission  Approval  of  Termination  or  Dismissal 

Unless  specifically  ordered  otherwise  by  the  Commission,  approval  of 
termination  or  dismissal  shall  result  in  the  cancellation  of  all  current 
examination  and  eligibility  status,  and  all  future  applications  will  require  the 
approval  of  the  City's  Human  Resources  Director  , after  completion  of  one  | 
year's  satisfactory  work  experience  outside  the  City  and  County  service  and  the 
person  shall  be  ineligible  for  future  employment  with  the  department  from 
which  separated. 

Sec.  422.4 

Effect  of  Failure  to  Request  Commission  Review  of  Termination  or 

Dismissal 

422.4.1 

Failure  to  request  a Commission  review  within  the  20  day  period  as  provided 
elsewhere  within  this  Rule  shall  result  in  the  following  actions: 

1)  The  adoption  of  the  departmental  recommendation  as  approved  by- Human 
Resources  Director  MTA  Director  of  Transportation  Designee;  or  approval  of 
the  separation,  if  such  action  is  appropriate; 

2)  Dismissal  from  the  city  and  county  service; 

3)  The  cancellation  of  all  current  examination  and  eligibility  status; 

4)  All  future  applications  in  City  departments  other  than  MTA  shall  be  subject 
to  the  review  and  approval  of  the  City's  Human  Resources  Director  after 
satisfactory  completion  of  one  year's  work  experience  outside  the  city  and 
county  service;  and 

5)  The  separated  employee  may  not  be  employed  within  MTA  the  same 
depa-Ftmemt  in  the  future. 
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Sec.  422.4  Effect  of  Failure  to  Request  Commission  Review  of  Termination  or 
Dismissal  (cont.) 


422.4.2  This  action  shall  be  final  and  shall  not  be  subject  to  reconsideration  unless  the 
person  can  present  evidence  in  wTiting  of  being  unable  to  communicate  with  the 
Commission  within  30  days  of  being  able  to  so  communicate.  All  requests  for 
reconsideration  shall  be  in  writing  and  shall  be  processed  in  accordance  with  the 
procedure  for  reconsideration  provided  elsewhere  in  these  Rules. 
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Rule  422 

Employee  Separation  Procedures 

Article  II:  Termination  of  Temporary  Employee 

ApplicabiliU”  The  provisions  of  Arucle  II.  Rule  422.  shall  apply  to  employees  in  all  MTA  Sei-vice-Critical 
classes  except  as  ma\'  Iv  superceded  by  a collecti\c  bareainina  agreement  for  those  employees 

subject  to  Charter  Section  8.409.  However,  all  definiiions  in  this  Rule  are  applicable  to  employees 

in  all  classes. 


Sec.  422.5  Procedure  for  Termination  of  Temporary  Employee 

422.5.1  A temporary  employee  may  be  terminated  for  cause  by  the  MTA  Director  of 
Transportation- Designeean  appointing  officer  at  any  time.  The  notification  and 
hearing  procedure  shall  be  in  accordance  with  the  provisions  of  this  Rule. 


422.5.2  The  Commission  shall  take  one  or  more  of  the  following  actions: 


1)  Declare  the  person  dismissed  from  the  service  and  remove  the  name  of  the 
person  from  the  eligible  list; 


2)  Order  the  name  of  the  person  removed  from  any  other  list  or  lists  on  which 
the  person  has  eligibility; 

3)  Restrict  future  employment  as  it  deems  appropriate; 


4)  Return  the  name  of  the  person  to  the  eligible  list  from  which  appointed 
without  restriction  or  under  such  conditions  for  further  appointment  as  it  deems 
appropriate.  If  the  list  from  which  the  terminated  employee  was  appointed  has 
expired,  the  name  of  the  employee  may  be  placed  on  a reemployment  register 
for  the  class  for  an  additional  period  of  eligibility  of  12  months  under  such 
conditions  for  further  appointment  as  the  Commission  deems  appropriate. 
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Rule  422 

Employee  Separation  Procedures 

Article  III:  Termination  of  Limited  Tenure  Employee 

Applicability:  The  provisions  of  Article  111,  Rule  422,  shall  apply  only  to  employees  in  MTA  Sci  vice-Critical 

classes  reprcscniecl  bv  the  Transport  \\\)fkers  Union,  Locals  200  and  25()A,  except  as  mav  be 

superceded  bv  a eollecli\e  baruainine  aereemenl  for  those  employees  subject  to  Charter  Section 

8.409.  However,  all  definitions  in  this  Rule  are  applicable  to  employees  in  all  classes. 

Sec.  422.6  Procedure  for  Termination  of  Limited  Tenure  Employee 

422.6.1  A limited  tenure  employee  may  be  terminated  for  good  cause  by  the  MTA 
Director  of  Transportation/Desimiee-an-appei-ntmt^ofFieeT-  at  any  time  with  the 
approval  of  the  Commission.  The  notification  and  hearing  procedure  shall  be  in 
accordance  with  the  provisions  this  Rule. 

422.6.2  The  Commission  shall  take  one  or  more  of  the  following  actions: 

1)  Approve  the  termination  and  declare  the  person  dismissed  from  the 
service. 

2)  Order  the  name  of  the  person  removed  from  any  regular  eligible  list  or  lists 
on  which  the  person  may  have  standing. 

3)  Restrict  future  employment  as  it  deems  appropriate. 

4)  Disapprove  the  termination  and  reinstate  the  person  to  the  department. 
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Rule  422 

Employee  Separation  Procedures 

Article  l\:  Dismissal  of  Permanent  Employee 

Applicability:  The  pio\iMons  of  Aniolc  1\'.  Rule  422,  shall  apply  To  employees  in  all  MTA  Service-Critical 

classes  except  a-s  nya \y  by _ yep creeded  hv  a collective  baruainiriL’  aereemeiu  for  those  employees 
subject  to  Charter  Section  S.400.  However,  all  definitions  in  this  Rule  are  applicable  to 

employees  in  all  classes. 

Sec.  422.7  Procedure  for  Dismissal  of  Regular  Permanent  Employee 

422.7.1  Dismissal  of  Permanent  Employee 

A pemianent  employee  who  has  completed  the  probationary  period  may  be 
dismissed  for  cause  upon  written  charges  and  after  having  an  opportunity  to  be 
heard  in  her/ltis  own  defense. 


422.7.2  Notification  of  Time  and  Place  of  Hearing 

When  the  charges  are  made,  the  MTA  Director  of  Transpoitation.'Designee 
appointing-officei-shall  notify  the  person  in  writing  of  the  time  and  place  where  | 
the  charges  will  be  heard  by  mailing  such  statement  via  certified  mail  to  the 
employee's  last  known  address.  Such  hearing  shall  not  be  held  within  five 
working  days  of  the  date  on  which  the  notice  is  mailed.  The  employee  may  be 
represented  by  counsel  or  other  representatives  of  the  employee's  choice. 

422.7.3  Hearing  Officer  - Sources 

The  hearing  itself,  as  required  by  Charter,  shall  be  conducted  by  a hearing 
officer  under  contract  to  the  MTA  appointing-officer-chosen  as  follows  in  each  | 
case:  From  organizations  such  as  the  American  Arbitration  Association  or  the 
State  Conciliation  Service  which  customarily  provide  hearing  officers;  or  from  a 
list  of  qualified  hearing  officers  certified  by  the  Civil  Service  Commission, 
which  shall  be  kept  current  and  contain  at  all  times  at  least  three  names. 
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Sec.  422.7  Procedure  for  Dismissal  of  Reeular  Permanent  Employee  (cont.) 

422.7.4  Hearing  Officer  - Method  of  Selection 

The  Civil  Service  Commission  shall  certify  its  list  of  hearing  officers  by  the 
following  method: 

1)  The  Commission  shall  cause  to  be  published  in  a newspaper  of  general 
circulation  an  announcement  of  openings  for  hearing  officers.  This 
announcement  shall  run  either  for  a period  of  five  working  days  or  for  two 
weekends  at  the  discretion  of  the  Civil  Service  Commission; 

2)  The  Commission  shall  include  in  its  list  only  such  applicants  as  to  satisfy 
the  following  criteria:  have  at  least  one  year  of  experience  in  the  conduct  of 
judicial  hearings  in  the  capacity  of  a hearing  officer  and  have  experience  in  the 
resolution  of  disputes  involving  the  interpretation  of  labor-management 
contracts; 

3)  The  Executive  Officer  shall  post  the  list  of  panel  members  so  selected  for 
a period  of  five  working  days  during  which  time  employees,  public  employee 
organizations  or  city  departments  may  seek  to  demonstrate  in  writing  that  any 
member  of  the  panel  is  unacceptable.  The  Executive  Officer  shall  review  such 
challenges  and  shall  determine  whether  on  the  basis  of  the  challenge  the 
individual  should  be  eliminated  from  the  approved  list. 

422.7.5  Hearing  Officer  - Challenge  of  Employee 

The  employee  may  challenge  the  competence  of  the  hearing  officer  who  is 
scheduled  to  hear  the  employee's  case  on  the  basis  that  the  hearing  officer  is  in 
some  demonstrable  manner  biased  or  prejudiced  against  the  employee  and  that, 
therefore,  the  employee  will  not  be  afforded  a fair  hearing.  The  challenge  must 
be  made  in  the  following  manner: 

1)  The  challenge  must  be  by  written  affidavit; 

2)  The  challenge  must  be  received  by  the  MTA  Director  of 
Transportation/Desiunecap-pointing  e-fficer-  at  least  24  hours  prior  to  the 
commencement  of  the  hearing; 
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Sec.  422.7  Procedure  for  Dismissal  of  Regular  Permanent  Employee  (cont.) 

422.7.5  Hearing  Officer  - Challenge  of  Employee  (cont.) 

3)  Should  the  challenge  cause  the  department  to  incur  expense  through  the 
cancellation  of  the  hearing  officer,  shorthand  reporter,  etc.,  such  expenses  shall 
be  borne  by  the  employee  in  keeping  with  the  section  on  costs  below.  If  the 
employee  has  been  placed  on  suspension  pending  the  hearing,  any  delay  in  the 
hearing  occasioned  through  challenge  or  replacement  of  a hearing  officer  shall 
be  considered  a delay  of  the  hearing  by  act  of  the  accused  employee  and  shall 
extend  indefinitely  the  30-day  period  referred  to  in  Charter  Section  A8.341; 

4)  In  the  event  that  the  MTA  Director  of  Transportation/Designee  appointing 
effieeFshall  determine  that  the  hearing  officer  cannot  afford  the  employee  a fair 
hearing,  the  appointing  officer  MTA  shall  immediately  make  arrangement  to 
obtain  the  services  of  another  hearing  officer  in  accordance  with  the  methods 
stated  above. 


422.7.6  Hearing  Officer  - Evidence  to  be  Considered 

The  hearing  officer  shall  decide  the  case  on  the  basis  of  the  evidence  presented. 
The  hearing  officer  shall  determine  whether  the  accused  employee  has  adhered 
to  the  applicable  orders,  Rules,  regulations,  ordinances,  charter  provisions,  or 
applicable  sections  of  any  memoranda  of  agreement  or  memoranda  of 
understanding.  The  hearing  officer  shall  be  prohibited  from  considering  the 
relative  merits  or  social  desirability  of  such  orders.  Rules,  regulations, 
ordinances.  Charter  provisions  or  sections  of  memoranda  of  agreement  or 
memoranda  of  understanding  as  may  be  applicable  to  the  case. 

422.7.7  Hearing  Officer  - Decision 

Within  five  working  days  of  the  close  of  the  hearing,  unless  specifically 
exempted  for  good  cause  by  the  MTA  Director  of 
Transporlation/Desimieeappointin^  officer,  the  hearing  officer  shall  notify  the 
MTA  Director  of  TransportatioivDcsiance  appointin^a- officer  in  writing  of  a 
decision  in  the  case.  The  hearing  officer  shall  be  limited  to  the  following 
options  in  deciding  the  case; 

1)  The  hearing  officer  may  exonerate  the  employee  in  which  case  the  record 
may,  at  the  discretion  of  the  hearing  officer,  be  expunged  and  the  employee  may 
receive  back  pay  for  all  time  lost; 


CSC  Rules  - Volume  IV  - MTA  Serv'ice-Critical 

422.10 


(Date  Issued) 


City  and  County  of  San  Francisco 


DR.AFT  2000 


Civil  Service  Commission 


Sec.  422.7  Procedure  for  Dismissal  of  Regular  Permanent  Employee  (cont.) 

422.7.7  Hearing  Officer  - Decision  (cont.) 

2)  The  hearing  officer  may  find  the  employee  guilty  as  charged,  in  which  case 
the  following  provisions  apply; 

■ the  hearing  officer  may  order  the  employee  returned  to  work  but 
without  back  pay  for  any  time  not  worked  between  the  time  charges 
were  made  and  the  time  of  the  hearing  or  the  time  the  hearing  officer 
renders  a decision,  whichever  is  longer; 

■ the  hearing  officer  may  suspend  the  employee  without  pay  but  may 
not  at  her/his  discretion,  order  back  pay  for  any  periods  not  worked 
prior  to  the  hearing;  or 

■ the  hearing  officer  may  dismiss  the  employee. 

422.7.8  Notification  of  Decision  of  Hearing  Officer 

Within  five  working  days  after  the  MTA  Director  of 
Transportation  Desiuneeappointinu  ■officer  receives  written  notification  of  the 
decision  of  the  hearing  officer,  the  MTA  Director  of  TransportatioivPesignee 
the  appointing-efficer  shall  inform  the  employee  in  writing  of  the  decision  of  the 
hearing  officer  and  shall,  by  copies  of  this  correspondence  and  the  written 
notification  from  the  hearing  officer,  inform  the  Civil  Service  Commission  of 
the  decision  and  the  action  taken. 


422.7.9  Costs 

1)  Tile  department  bringing  charges  against  an  employee  .MTA  shall  pay  all  | 
fees  for  hearing  officers  and  court  reporters,  and,  if  required,  the  cost  of 
preparation  of  the  transcript  with  the  following  exception: 

2)  If  additional  costs  are  incurred  as  a result  of  any  request  of  the  employee 
(such  as  costs  occasioned  by  the  untimely  postponement  of  a hearing,  challenges 
of  hearing  officer,  etc.),  all  such  additional  costs,  such  as  cancellation  fees  or 
fees  when  court  reporters  cannot  be  notified  of  the  cancellation  of  a hearing 
within  their  established  and  customary  limits,  shall  be  borne  by  the  employee. 
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Sec.  422.8  Procedure  for  Hearing  on  Charges  Against  an  Employee  When  the  MTA 
Director  ol  I raiisportation  ApnoiirtHFg  Officei^Neglects  or  Refuses  to  Act 


422.8.1 


When  the  MT.-\  Director  of  Transportation  appointing-offieepneglects  or  refuses  | 
to  act  pertaining  to  the  removal  of  any  employee  subject  to  the  civil  service 
proN’isions  of  the  Charter,  the  Commission  may  hear  and  determine  any  charge 
filed  by  a citizen,  or  by  any  member  of  or  by  an  authorized  agent  of  the 
Commission.  In  rendering  its  decision,  the  Commission  shall  determine  the 
charges  and  may  exonerate,  suspend  or  dismiss  the  accused  employee  in 
accordance  with  the  provisions  of  Charter  Section  A8.341. 


422.8.2  The  appemti-n»Hf>ffreei^er  the  denartment-al-representative  MTA  Director  of 

Transportation/Designee  shall  appear  when  the  matter  is  to  be  considered.  The 
matter  will  be  heard  in  accordance  with  this  procedure  provided  elsewhere  in 
these  Rules. 
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Applicability: 

Sec.  422.9 
422.9.1 


422.9.2 


422.9.3 


422.9.4 


Rule  422 

Employee  Separation  Procedures 

Article  V:  Resignation  - Services  Unsatisfactory 

The  pro\  isions  ot~  Article  \'.  Rule  422,  sliall  apply  to  employees  in  all  MTA  Servicc-C'i  itical 

classes  except  as  mav  be  superceded  by  a collective  batuaininu  aeroement  for  those  emplovecs 

subject  to  Charter  Section  8,409.  However,  all  dennitioiis  in  this  Rule  are  applicable  to 

employees  in  all  classes. 

Procedure  for  Review  of  Resignation  - Services  Unsatisfactory 


Notice  of  Proposed  Action 


If  the  services  of  a resignee  are  to  be  designated  as  unsatisfactory,  the  MTA 

representative  shall  notify  the  resignee  of  intention  to  so  certify  the  resignation. 
The  resignee  shall  be  infomied  of  the  reasons  for  this  determination  and  shall  be 
offered  an  opportunity  for  review  by  the  MTA  appointing  officer  or  designated 
representative. 


Action  by  the  IMTA  Director  of  Tninsportation/Desiqnee  Arppointing 

I* 


As  a result  of  review,  if  such  review  is  requested  by  the  resignee,  the  MTA 
Director  of  Transportation/Dcsiunec  appointing  officer-may  amend  or  sustain 
the  certification  of  services. 


Notification  to  Employee 


If  the  MTA  Director  of  Transportation/Desimiee  appointing  officer  amends  the 
resignation,  the  resignee  shall  immediately  be  notified  by  copy  of  the  resignation 
form  with  services  clearly  marked  satisfactory.  If  the  MTA  Director  of 
Transportation/Designee  appeintin»  officer  sustains  the  original  determination, 
the  appo inti ng-efik-ei-  rcsiuncc  shall  immediately  be  notified  netifY-the  resi*.^nee 
on  the  prescribed  separation  foim. 

Resources. 


Report  Requirement 

A resignation  certified  by  the  MTA  Director  of  Transportation  Desiunec 
ap po i n t i ng  -o rfieer-  as  services  unsatisfactory  shall  be  accompanied  with  a 
statement  of  the  reasons  for  this  action  and  shall  contain  a statement  that  the 
notification  and  review  procedure  outlined  above  was  completed. 
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See.  422.9  Procedure  for  Review  of  Resignation  - Services  Unsatisfactory  (cont.) 

422.9.5  Commission  Review 

The  Commission  shall  consider  the  resignations  of  persons  whose  services  have 
been  designated  as  unsatisfactory  provided  that  a request  for  review  is  made  in 
writing  and  is  received  in  the  commission  office  within  20  calendar  days  of  the 
date  of  mailing  of  the  Notice  of  Separation  designating  the  services  as 
unsatisfactory.  In  the  event  the  20th  day  falls  on  a non-business  day,  the 
deadline  shall  be  extended  to  the  close  of  business  on  the  first  business  day 
following  the  20th  day.  The  Commission  shall  take  one  or  more  of  the 
following  actions: 

1)  Accept  the  resignation  as  certified; 

2)  Remove  the  name  of  the  resignee  from  other  eligible  lists  on  which  the 
eligible's  name  appears; 

3)  Restrict  participation  in  future  examinations  as  it  deems  just; 

4)  Restrict  future  employment  as  it  deems  just; 

5)  Accept  the  resignation  as  certified  and  order  that  future  employment  be 
without  restriction  including  the  right  to  request  reappointment;  or 

6)  Remand  the  resignation  to  the  MTA  Director  of  Transportation/Desianee 
appmulrin^-officer-for  reconsideration. 

422.9.6  Failure  to  Request  Review 

1)  Failure  to  request  a Commission  review  within  the  20-day  period  provided 
above  shall  result  in  the  adoption  of  the  MTA  departmental  recommendation  as 
appi-e-ved-by  the  MTA  Human  Resources  Director;  or  the  cancellation  of  all 
current  examination  and  eligibility  status;  and  all  future  applications  other  than 
at  MTA  shall  be  subject  to  the  review  and  approval  of  the  CitvN  Human 
Resources  Director  after  satisfactory  completion  of  one  year's  work  experience 
outside  the  city  and  county  service. 

2)  This  action  shall  be  final  and  shall  not  be  subject  to  reconsideration  unless 
the  person  can  present  evidence  in  writing  of  being  unable  to  communicate  with 
the  Commission  within  30  days  of  being  able  to  so  communicate.  All  requests 
for  reconsideration  shall  be  in  writing  and  shall  be  processed  in  accordance  with 
the  procedure  for  reconsideration  provided  elsewhere  in  these  Rules. 


Sec.  422.9  Procedure  for  Review  of  Review  of  Resignation  - Services  Unsatisfactory 
(cont.) 
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422.9.7  Hearing  Procedures 

Hearings  pursuant  to  this  Rule  shall  be  conducted  in  accordance  with  the 
procedures  provided  elsewhere  in  these  Rules. 

422.9.8  Waiver  of  Employment 

Pending  final  action,  the  resignee  shall  be  ineligible  for  all  employment. 
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Applicabilir\': 

Sec.  422.10 


Sec.  422.11 
422.11.1 


422.11.2 


422.11.3 


422.11.4 


Rule  422 

Employee  Separation  Procedures 

Article  VI:  Absence  from  Duty  Without  Leave 

1 prey i sioiis  of  Article  VL  Rule  422.  shall  apply  to  employees  in  all  MTA  Service-Critical 
classes  except  as  iiia\'  be  superceded  bv  a collective  barcainiiic  acivcnicnt  I'or  those  employees 
subject  10  Charter  Section  S.409.  However,  all  definitions  in  this  Rule  are  applicable  to 

employees  in  all  classes. 

When  Five  Davs  or  Less 


Absence  from  duty  without  proper  authorization  for  any  period  of  time  up  to 
and  including  five  or  less  working  days  shall  be  cause  for  disciplinary  action  by 


When  Over  Five  Davs  - Automatic  Resignation 

Absence  from  duty  without  proper  authorization  in  excess  of  five  continuous 
working  days  shall  constitute  abandonment  of  the  position  and  shall  be  reported 
to-the-M4~-A-DepaFtment-0f  Human  Resources  and  recorded  as  an  automatic 
resignation.  The  MTA  Director  of  Transportation/Desiunee  appointing  officer 
shall  notify  the  employee  on  the  prescribed  form,  prescribed  by  the  Human 
Resources  Director.  The  employee  shall  be  notified  by  certified  mail. 

The  automatic  resignation  shall  be  subject  to  appeal  to  the  Commission,  if  so 
requested  by  the  person  in  writing,  within  15  calendar  days  of  the  mailing  date 
of  the  notice  of  automatic  resignation.  The  15  days  includes  the  date  on  which 
the  notice  was  mailed.  The  Commission  shall  hear  such  appeal.  The  decision 
of  the  Commission  shall  be  final  and  not  be  reconsidered. 

Failure  to  appeal  within  the  15  day  period  shall  result  in  the  cancellation  of  all 
current  examination  and  eligibility  status;  the  review  and  approval  of  the  City’s 
Fluman  Resources  Director,  of  all  future  applications  in  departments  other  than 
MTA  after  satisfactory  completion  of  one  year's  work  experience  outside  the 
City  and  County  service,  and  the  determination  that  the  resigned  employee  may 
not  be  employed  in  the  same  department  in  the  future. 

If  the  person  can  present  evidence  in  writing  of  being  unable  to  communicate 
with  the  MTA  Director  of  Transportation/Desiuneeappointing  officer  within  30  | 
calendar  days  of  being  able  to  so  communicate,  the  automatic  resignation  may 
then  be  subject  to  reconsideration  by  the  Commission.  All  requests  for 
reconsideration  will  be  in  writing  and  will  be  processed  in  accordance  with  the 
procedures  for  reconsideration  provided  elsewhere  in  these  Rules. 
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(Date  Issued) 


City  and  County  of  San  Francisco 


Draft  2000 


Civil  Service  Commission 


Sec.  422.11 

422.11.5 

422.11.6 


Sec.  422.12 


When  Over  Five  Days  - Automatic  Resignation  (cont.) 


Pending  final  action  under  this  Rule,  an  individual  under  automatic  resignation 
shall  be  placed  under  waiver  on  all  eligible  lists  on  which  the  individual's  name 
appears. 

In  considering  the  appeal  of  an  automatic  resignation,  the  Commission  shall 
take  one  or  more  of  the  following  actions: 

1)  deny  the  appeal  and  approve  the  resignation; 

2)  order  the  name  of  the  person  removed  from  any  other  eligible  list  or  lists 
on  which  the  person's  name  appears, 

3)  restrict  participation  in  further  examinations  as  it  sees  fit, 

4)  return  the  name  to  the  eligible  list  under  such  conditions  for  further 
appointment  as  it  deem  appropriate,  or 

5)  disapprove  the  resignation. 

Hearing  Procedures 

Hearings  conducted  under  this  Rule  shall  be  conducted  in  accordance  with  the 
procedures  provided  elsewhere  in  these  Rules. 
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Subject: 


Proposed  Amendment  to  Civil  Service  Commission  Rule  09 
Series,  Position  - Classification  and  Related  Rules 


The  Civil  Service  Commission  acted  at  its  meeting  on  August  21,  2000  to 
post  proposed  amendments  to  Civil  Service  Commission  Rule  09  Series  - Position 
Classification  and  Related  Rules.  (Copy  attached) 

These  amendments  to  the  Position  Classification  and  Related  Rules  are 
proposed  to: 

• remove  archaic,  confusing  and  unusable  provisions; 

• provide  greater  flexibility  in  the  granting  of  status; 

• improve  understanding  through  clear  and  usable  definitions; 

• ensure  understanding  of  the  probationary  requirements  under 
reclassification  procedures;  and 

• maintain  the  protection  of  employees  from  the  potential  adverse  affects  of 
reclassification,  while  also  maintaining  the  existing  provisions  to  proceed 
with  mutual  agreement. 

Requests  to  meet  and  confer  by  recognized  employee  organizations  or 
requests  to  consult  by  other  parties  on  these  proposed  Rules  changes  must  be 
submitted  in  writing  to: 

Gene  D.  Rucker,  Commission  Labor  Negotiator 
Civil  Service  Commission 
25  Van  Ness,  Suite  720 
San  Francisco,  CA  94102 
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Requests  may  be  sent  by  fax  to  (415)  252-3260.  Mailed  or  faxed  requests  to  meet 
must  include  the  name  and  telephone  number  of  a contact  person  and  must  be  received  no 
later  than  5:00  p.m.,  Friday,  September  1,  2000.  Should  any  recognized  employee, 
organization  or  other  party  fail  to  request  meet  and  confer  or  consultation  on  the  proposed 
amendment  by  5:00  p.m.,  Friday,  September  1,  2000,  such  failure  shall  be  deemed  an 
unequivocal  waiver  of  the  right  to  meet  and  confer  or  consultation;  and,  the  proposed 
amendment  to  the  Rule  09  Series  - Position  Classification  and  Related  Rules  will  proceed  to 
be  finalized  and  adopted  without  further  notice. 

Rule  09  Series  includes  the  following  Rules. 


Rule  109;  Miscellaneous  Employee  Classes 
Rule  209;  All  Classes,  Uniformed  Ranks  of  the  San  Francisco  Police 
Department 

Rule  309;  All  Classes,  Uniformed  Ranks  of  the  San  Francisco  Fire 
Department 

Rule  409;  Municipal  Transportation  Agency,  Service-Critical  Classes 


In  the  event  that  impasse  is  reached  on  the  proposed  Rules  changes,  the  Commission 
will  follow  the  impasse  procedure  of  the  Meyers-Milias-Brown  Act,  California  Government 
Code  Section  3505.2  - Mediation,  which  provides  that:  “If  after  a reasonable  period  of  time, 
representatives  of  the  public  agency  and  the  recognized  employee  organization  fail  to  reach 
agreement,  the  public  agency  and  the  recognized  employee  organization  or  recognized 
employee  organizations  together  may  agree  upon  the  appointment  of  a mediator  mutually 
agreeable  to  the  parties.  Costs  of  mediation  shall  be  divided  one-half  to  the  public  agency 
and  one-half  to  the  recognized  employee  organization  or  recognized  employee 
organizations.” 

If  there  are  any  questions,  contact  Gene  Rucker,  Civil  Service  Commission 
Labor  Negotiator  at  (415)  252-3239. 
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Attachment 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Applicability. 


Sec.  109.1 

Sec.  109.2 


Sec.  109.3 


Sec.  109.4 

Sec.  109.5 
Sec.  109.6 

Sec.  109.7 

Sec.  109.8 


Sec. 

109.9 

Sec. 

109.10 

Sec. 

109.11 

Sec. 

109.12 

Sec. 

109.13 

Sec. 

109.14 

Sec. 

109.15 

Sec.  109.16 


Rule  109 

Position  Classification  and  Related  Rules 

The  pixnisions  of  Rule  109  appiv  to  employees  in  all  classes:  except  the  Uniformed 

Ranks  of  the  Police  and  Fire  Departments  and  MTA  Service-Critical  Classes. 

Article  I:  Aiithorifv 

Authority 
Notice  and  Appeals 

Article  11:  Definitions 

Definitions 

Article  ill:  Classification 

Classification  of  Positions 

Class  Series 
Class  Specifications 

Official  Copy 

■Administration  of  the  Classification  Plan 

Article  iV:  Status 

General  Principles 

Effects  of  Classification  on  the  Status  of  Incumbents 

Limitations  on  Granting  Status  finder  This  Rule 

Situations  Not  Specifically  Addressed 

Probationars  Period 

Release  From  A Probationary  .Appointment 

Ci>  il  Ser^  ice  Seniority 

Article  V : Temporary  Qut-of-Class  Assignments 

Temporal's  Out-of-Class  Assignments  - Policy  and  Definitions 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


Applicability: 

Sec.  109.1 

109.1.1 

109.1.2 

109.1.3 

109.1.4 

109.1.5 


Rule  109 

Position  Classification  and  Related  Rules 

Article  I:  Clnssiricatiot>  Authority 

The  provisions  of  Rule  109  apply  to  employees  in  all  classes;  except  the  Uniformed 
Ranks  of  the  Police  and  Fire  Departments  and  MTA  Service-Critical  Classes. 

Authority 


As  provided  under  the  Charter  Section  10.103  of  the  (.'il\  and  ColiiUn  of 

San  Francisco,  ihe  lliiman  Resources  Dirccior  shall  ha\'C  the  clul\  and 

auihorilN  to  establish  a system  of  job  class! ficalion  and  u>  allocate  each 

position  to  a job  class.  _ 

rhe  Human  Resources  Director  shall  ha\c  the  rcsponsibilii\-  and  aulhoril\ 

to  allocate  new  positions  to  a class  based  on  the  level  and  tvpc  of  assigned 

duties  as  applicable  under  this  Rule.  Groups  of  positions  foi'in  a class 

when  it  is  determined  b\  the  lluiuan  Resources  Director  that  the  dutie.s  are 

at  the  same  le\'el  ofi’esponsibilitN  and  authority.  _ 

The  Human  Resources  Director,  when  notilled  of  a siunillcant  ehanue  in 

duties,  shall  anal\/.e  positions.  If  it  is  determined  throuuh  a job  anaKsis 

that  the  le\  el  and/or  function  of  the  assiuned  responsibilities  have  ehanued 

simiillcanth'  and  ai'c  no  lonuer  consistent  with  the  e.xistinu  class,  the 

position  ma\'  be  reclassilled. 

When  appropriate  to  the  elassilleation  plan,  the  1 luman  Rescuirees  Director 

ina\'  chanue  the  title  and/'or  number  of  a class  without  alTeetinu  the 

elassifieation  of  the  position  or  the  status  of  incumbents. 

The  Human  Resources  Direetor  ina\-  amend  class  .speeincations  as 

necessary  to  rcHect  the  major  duties  of  positions  within  the  class  and  the 

job  related  knowledue.  skills  and  abilities  necessary  to  perforin  the 

runctions  of  the  class. 
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(Proposed  Amendment  XO  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Sec.  109.1  Aiithoi  itv  (coni.) 


109.1.6  I hc  Human  Resources  Director  mav  make  changes  to  the  classification 


plan  including  creatine  new  classes,  abolishinu.  consolidatine  or  amendine 

classes  consistent  with  the  classification  plan. 

109.1.7 

The  decision  of  the  Ihiman  Resources  Director  reeardine  classification 

matters  includine  the  authoritv  to  determine  the  status  of  an  emolovec. 

shall  be  llnal  unless  appealed  to  the  Civil  Service  Commission. 

109.1.S 

The  proN'isions  of  Article  1.  Rule  109  shall  onlv  be  superceded  bv  an 

amendment  to  the  Charter  of  the  Cilv  and  Countv  of  San  Francisco,  and 

then  only  to  the  extent  required  bv  the  amendment  with  the  remainiim 

provisions  continuina  in  full  force  and  clTect. 


Sec  109.2  Notice  and  Appeals 


109.^2.1  Any  employee,  employee  representative  or  appointing  officer  affected  by  a 
classification  action  or  status  arant  under  this  rule  mav  appeal  the  action  to 
the  Civil  Service  Commission.  The  appeal  shall  be  in  \vTitini>.  stating  the 
basis  on  which  the  appeal  is  based  and  shall  be  in  accordance  with  the 
procedures  established  by  the  Executive  Officer  of  the  Civil  Service 
Commission. 

109.2.2  Proposed  chaimes  in  elassillcation  and'or  status  of  permanent  Civil 
Service  incumbents  with  existina  status  riahts  shall  be  posted  for  seven  (7) 

calendar  davs  and  shall  become  effective  on  the  eighth  (8'' ) calendar  dav 

Ibllowinii  the  posting  date,  with  the  following  e.'vception. 

109.2.3  Protests  shall  be  submitted  to  the  Human  Resources  Director  prior  to  the 
end  of  the  postina  period. 

109.2.4  I'hc  decision  of  the  I luman  Resources  Director  is  appealable  to  the  Ci\  il 
Service  Commission.  The  decision  of  the  Civil  Service  Commission  shall 

be  Imal  and  not  subject  to  reconsideration. 
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(Proposed  Amendment  XO  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Rule  109 

Position  Classification  and  Related  Rules 

Article  11:  Definitions 

Applicability:  The  provisions  of  Rule  109  apply  to  employees  in  all  classes;  except  the  Uniformed 

Ranks  of  the  Police  and  Fire  Departments  and  MTA  Service-Critical  Classes. 

Sec.  109.3  Definitions 

109.3.1  Job  Code 

I'hc  term  '1ob  code"  is  used  within  the  Human  Rc-Sourccs  clas.sillcalion 

system  inierchaimcablv  with  the  Civil  Scrvicc/Chafter  term  "clas.s"  or 

'•‘classification.'' 


109.3.2  Position 

The  duties  and  responsibilities  assicned  b\'  an  Appoiruinc  Officer  to  be 
performed  bv  an  employee. 

109.3.3  Classification  System 

A method  of  oraanizinu  positions  into  classes  and  croups  of  classes  based 

on  an  analysis  of  types  and  levels  of  work  performed. 

109.3.4  Classification  Plan 

The  overall  system  or  plan  that  encompasses  all  classes. 

109.3.5  Class/Classification 

A uroiip  of  positions  having  common  functions  and  lev  els  of  responsibilit\ 

requiring  related  knowledue  abilities  and  skills. 

109.3.6  Class  Series 

A group  of  directly  related  classes  within  a job  famil\  which  \ ar\  in  lex  el 

and  scope  of  responsibility. 
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109.3.7 


109.3.S 


109.3.9 


109.3.10 


109.3.11 


109.3.12 


109,3.13 


109.3.14 


109.3.15 


109.3.16 


Definitions  (coiit.) 

Position  Description 

A position  description  Rcncrallv  descfibcs  the  functions  of  a position  but 

inaN  noi  be  all-inclusive  or  specific  to  particular  position. 

Class  Speeifieation 

A wriilen  dcHneation  ol'the  lc\’cls  of  duties  and  essential  functions  of  a 

class. 

Alloeation/Classifieation 

Dcsienatinu  new  positions  to  an  appropriate  class. 

Reallocation/Reclassification 

Dcsianatinu  cxisline  positions  to  a different  class. 

Consolidation 

d'hc  combininii  of  the  duties  of  Uvo  or  more  cla.sses  into  one  class. 

i)i\  ision 

'Fhe  separation  of  a class  into  two  or  more  classes 

Amendment 

The  formal  revision  ofthc  class  specifications  for  an  e.xistine  class. 

Retitling 

Changing  the  name  (lillc)  of  an  existing  class. 

Renumbering 

Changing  the  designated  number  of  an  existing  class. 

Abolishment 

I'hc  elimination  ofa  class  from  the  classillcation  plan. 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


Sec.  109.3  Definitions  (cont.) 

109.3.17  Status 

Status  is  the  granting  to  an  emploN  CC  Dcrmancnt  Civil  Service  standing  to 

a specific  class.  Status  is  granted  to  a class,  and  not  to  a specific  position 

in  a class. 

109.3.18  demporarv  Out-of-Class  Assignment 

Fhc  assignment  of  an  employee  who  has  pennanent  Civil  Sen  icc  status  in 

a class  to  perform  the  normal  day  to  day  responsibilities  and  duties  of 

another  class  on  a temporary  basis  without  a change  in  class. 

109.3.19  Protest 

A request  to  the  Human  Resources  Director  for  the  reconsideration  of  a 

classification  decision. 

109.3.20  Anneal 

request  to  the  Ci\  il  Ser\  ice  Commission  to  reconsider  the  decision  of 

the  1 lurnan  Resources  Director. 
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AB£lkabilit\: 

Sec.  109.44 

; An  1 < 

100.1.2 


Sec.  109.j^5 


Rule  109 

Position  Classification  and  Related  Rules 

Article -rill:  Classification 


The  pro\'isions  of  Rule  IQQ  apply  to  eniplovees  in  all  classes:  except  the  Uniformed  I 

ICinks  of  the  l\)lice  and  l-'ire  Depaitments  and  M I A Service-Critical  Classes. 

Classification  of  Positions  | 

Each  position  in  the  classified  service  shall  be  classified  by  the  Human  | 
Resources  Director  and  allocated  to  the  appropriate  class  in  accordance 
with  the  lc\'cl.  scope  and  occiipahonal  concept  character.  dirOcukv.  and  I 
rc-iponaibilii)  of  the  assigned  duties.  | 

Pojilion;^  be  Lillocntcd  lo  the  dutic.  arc 


■1) 

claae: 

-lx  .1,  , 

U.'  [,;viLiU!(.Ml  IM  .IIL 

- •-  -.’  I ......1  K . 

reqtiircd  of  iacLiii'bciU;;. 

V,  .U...  v.'vlll.l  4.11.1.  Mll-ULll,.  l.J  111U_.  1 . 

M ill  a ■■■:)■ 

'LibjaaiUia!!;.  t!—  Crvidili^ 


All  classes  directly  related  within  a job  family  involving  the  same  kind  of 
work,  but  differing  as  to  level  of  dirileultv-aiid-scoDe  of  responsibility, 
shall  be  assembled  into  the  same  series.  .Ml  aeries-vr'idTin  the  raivie  bread 
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(Proposed  Amendment  XO  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Sec.  109.^6 

109.^.! 


109.6.2 


Sec.  109.47 


Sec.  109.^8 

109.^8.1 

109.^8.2 


Class  Specification 

The  class  specification  shall  be  the  official  description  of  the  class. 


:pp!:ca)Uj  !o!-  p 


The  class  specificationr^  shall  be  descriptive  of  the  class  r^bui  shall  ^ 
not  be  considered  as  a restriction  on  the  assignment  of  duties  not 
specifically  listed.  444^-^ — -aferhe  class  spccincalions  arc  intended  to 
indicate  the  kind  of  positions  that  should  be  allocated  to  a class  -bui 
shall  not  be  construed  as  describing  the  exact  duties  and  responsibilities  of 
each  individual  position  allocated  to  the  class.  The  appointing  officer  has 
the  authority  to  assign  an  employee  to  perform  work  provided  that  it  is 
consistent  with  the  t44^  t\  pp  of  duties  and  level  of  responsibility  of  the 
employee's  class,  although  ij---:  not  specifically  described  in 

the  class  specification. 

Official  Copy 

The  Human  Resources  Director  shall  maintain  an  accurate  and  completeb 
copy  of  the  classification  plan  to  be  designated  as  the  "Official 

Copy."  All  changes  in  allocation  or  reallocation  of  positions  to  classes  or 
amendment  of  classifications  shall  be  recorded  in  the  "Official  Copy"  of 
the  Position  Classification  Plan.  The  "Official  Copy"  of  the  Position 
Classification  Plan  shall  be  open  for  public  inspection. 

Administration  of  the  Classification  Plan 

The  Human  Resources  Director  shall  iiialvc  analv/.c  positions  and 
c!;:-'-:i!’i-.\Tbv-K)r  classincalions  v4' individual  po-jitivii.'  o:'  i:;':'  af 

po.’ilions  whenever  the  Human  Resources  Director  deems  it  necessaryr. 


Upon  request  of  the  Human  Resources  Director,  the  appointing  officer 
shall  furnish  detailed  information  relative  to  the  duties  and  responsibilities 
or  work  assignments  of  positions  under  the  appointing  officer's 
jurisdiction.  The  appointing  authority  shall  notify  the  Department  of 
Human  Resources  promptly  of  significant  changes  in  duties, 
responsibilities,  or  work  assignments  of  positions,  iinJjr  hi:-  v-r  jwf 
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Rule  109 

Position  Classification  and  Related  Rules 
Article  IV:  Status 

Applicability:  The  provisions  of  Rule  109  apply  to  employees  in  all  classes;  except  the  Uniformed 

Ranks  of  the  Police  and  Fire  Departments  and  MTA  Service-Critical  Classes. 

Sec.  109.4-j-9  General  Principles 

Status  in  the  City  and  County  service  is  the' right  or  ■ ai- 

ciitghg'cc  !ti-r  tc — p'frlV-r-t' — coi'titiri  diiticr'  urantinLi  of  permanent  Civil 
Service  standing  vvithii-i  a spccillc  class  lo  an  ciriplo\ec.  TltCuC  This  righte 
stems  from  the  examination  in  which  the  employee  qualified  and/or  the 
appointment  received,  and  the  duties  performed  as  indicated  on  offieial 
records.  The  class  specification  or  duties  statement  in  existence  at  the 
time  for  the  examination  and/or  appointment  is  a basic  reference  document 
in  determining  status  in  a class.  An  employee  has  righis  status  ^in  a 
p ■vviioii  ill  a class,  but  not  to  a particular  position  within  such  class.  The 
appointing  officer  has  very  broad  discretion  in  reassigning  an  employee 
from  one  position  to  another  position  in  the  same  class. 


In  cases  where  status  is  involved,  the  Human  Resources  Director  shall  be 
responsible  for  the  determination  of  gstatus"  righis  of  an  employee?  and/or 
an  eligible^?,  subject  to  appeal  lo  the  Civil  Serx  iee  Coinmission.  rHy- 


Sec.  109.10  FJTccts  of  Cla.ssification  Clian»cs  on  the  Status  of  Incumbents 


109.10.1  Class  Consolidation 


When  the  duties  of  two  or  more  classes  are  combined  into  one  new, 

existing  or  ainended  class,  and  ifany  of  the  classes  involved  are  abolished. 

an  employee  who  has  pernianenl  Ci\'il  Service  status  within  the  abolished 

class  is  granted  status  to  the  new,  existing  or  amended  class,  subject  to  the 

limitations  of  this  Rule, 
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Sec.  109.10  Effects  of  Classification  Changes  on  Status  ot  the  Iticumbcnts  (com.)  | 

109.10.2  Division  of  One  Class  Into  Two  or  More  Classes 


When  a class  is  divided  into  two  or  more  classes,  an  cmplov  cc  who  ha^ 

permanent  Civil  Service  status  within  ihe  class  which  is  divided  is  uranled 

status  to  the  new  class  which  retlects  the  primary  responsibility  of  the 

employee.  The  determination  of  which  class  rellects  an  employee 

primai'N  responsibilities  is  made  bv  the  lliiman  Resources  Director. 

109.10.3  l!p^vnrd  Reclassification 

When  a position  occupied  b\'  an  employee  with  permanent  Ci\  il  Ser\  ice 

status  is  upwardly  reclassified,  the  employee  is  aiyen  status  in  the  new. 

existing  or  amended  class  subject  to  the  limitations  provided  in  this  Rule. 

109.10.4  Lateral  Reclassification 


When  a position  occupied  bv  an  emplo\ee  with  permanent  Ci\il  Ser\icc 

status  is  lateralh  reclassified,  the  emplo\ee  is  uiven  .status  in  the  new. 

existing  or  amended  class. 


109.10.5  l)o\vin\ ard  Reclassification 


Jj  Subject  to  the  limitations  under  Sec.  109.11  of  this  Rule,  when  a 

position  occupied  by  an  employee  with  permanent  Civil  Service  status  is 

downwardK  reclassified,  the  employee  mav: 

a)  accept  the  downward  reclassification:  or 

b)  reassien  to  a vacancy  within  the  .same  class  and  department:  or 

c)  reque.st  transfer  to  a vacant  position  to  a class  in  another 

department:  or 

d)  reiiistate  to  a vacant  position  pre\  iousl\  held  bv  the  emploNce  as 

pro\  ided  under  the  reinstatement  Rule:  or 

e)  accept  the  douinvardlv  reclassilled  position  with  reinstatement 

riuhts  to  the  next  axailable  Citv  wide  ^acancy  in  the  class  held  b\  the 

employee  at  the  time  ol  thc  downward  reclassirication:  or 

f)  exercise  Civil  Service  la\  off  riuhts. 
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Donnnard  Rcclassincation  (cont.) 

2)  I funder  a downward  classilicalion  of  position,  the  employee  elects  to 

accept  the  downward  reclassiricalion  with  reinstaleinenl  riehis.  the 

einplo\ee  must  accept  the  first  available  position.  If  no  position  becomes 

available  within  one  Near  from  the  effective  date  of  the  action,  all  status  to 

the  previous  elassillcation  is  forfeited,  unless  an  extension  is  uranled  bv 

the  1 liiinan  Resourees  Director. 


100.10.6  Keniinihered  or  Retitled  Classes 

When  classes  are  renumbered  or  retitlcJ.  or  when  the  class  description  has 

been  chanced  to  more  accurately  describe  the  duties  actualh  beina 

performed,  all  employees  with  permanent  status  in  the  former  class  shall 

have  continued  permanent  status  in  the  renumbered  or  relitled  class. 

Hlieiblcs  on  a list  in  the  former  class  shall  continue  as  elieibles  on  the 

renLimbered  or  relitled  class. 
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Soc.  109.k^ Status. I ndor  Dirforunt  SituMi^ 
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109.140.^7 


!o!l J'.viny  apph' 


C.ich — r-r— trrS — Ltf-r-V 


1)  ttAII  permanent  employees  in  positions  in  the  former  class  w'lic!!  -who 
have  been  reallocated  to  a new  class,  are  granted  status  in  positions  in  the 
new  class  as  of  the  effective  date  as  determined  by  the  Human  Resources 
Direclor.  oi'thv  an-j {!>-  Aiu-iia!  Salary  Oi';!:Mi;:Kc  csuiMishi-i'Lr 
such  posiUens  iii 


2)  -irThe  remaining  employees  in  the  same  former  class  and  in  the  same  | 

department  are  granted  rights  to  assignment  to  positions  in  the  new  classes 
as  vacancies  occur  according  to  seniority  standing  in  the  departmentr,  | 

3)  pPermanent  employees  occupying  positions  in  the  same  former  class  in  | 

other  departments  are  granted  the  right  to  transfer  to  positions  in  the  new 
class  or  classes  as  vacancies  occur.  Such  requests  for  transfer  shall  be 
governed  by  the  provisions  of  the  Rules  governing  appointment  by 
transferT.  | 
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Soc.  1 (FF 1 0 l .nVcls  of  ( lassificalion  Cliangcs  on  Status  of  the  Incumbents  (cont.) 
109.1^0.^7  (cont.) 

4)  When  status  has  been  granted,  all  permanent  employees  in  positions  in 

the  former  class  that  has  been  roclas-sificd  to  another  class,  arc  granted 

status  in  positions. 

5)  An  employee  who  is  uranted  status  must  exercise  those  riuhts  to  the 

second  class  as  soon  as  a position  becomes  available,  within  one  (1 ) year 

frofn  the  erfective  date  of  the  amendment  to  the  Annual  Salary  Ordinance 

unless  an  extension  is  granted  bv  the  1 luinan  Resources  Director,  irsiatus 

is  not  exercised  within  the  time  limit  or  if  the  employee  refuses  an  olTer  of 

a slaliis  anpoinlment.  then,  slaliis  is  forfeited. 

6)  An  einpJo\ee  who  does  not  exercise  status  as  pfo\  ided  abo^  e niav 

continue  in  the  oriiiinal  position  until  such  time  as  the  reclassified  position 

is  filled  and  the  oriuinal  incumbent  is  replaced  bv  another  employee  who 

has  status  in  the  class  or  bv  an  eliuible  from  a Civil  Service  list. 


7)  When  all  permanent  incumbents  in  the  class  and  department  ha\’e 

exercised  or  forfeited  status,  cliaibles  on  lists  for  the  original  class  as  well 

as  employees  in  the  same  oriainal  class  in  another  department  mav  be 

oflered  status  appointments  in  the  second  class  cither  b\  certification  from 

the  eligible  list  or  under  transfer  provisions  of  the  Transfer  Rule- 


Sec.  109.11  Limitations  Under  This  Rule 


109.^11.1  The  allocation  or  reallocation  of  a position  shall  not  adversely  affect  the  | 
civil  service  rights  of  an  occupant  legally  holding  such  a position  under 
permanent  appointment.  If  there  is  an  adverse  affect  on  the  civil  service 
riuhts  of  an  occupant  leaallv  holdinsi  such  a position  under  permanent 

anpointment.  '\^/hcn  a rcsition  is  to  be  reallocated  iVoni  one  class  to  a 
higher  oi^'ljvrer  jias-s  tVon-  one  te  aioxher  series,  such  allocation 

or  reallocation  shall  be  effected  when  the  position  becomes  vacant  by 
reassignment  or  for  other  reason(s),  except  when  earlier  implementation  is 
approved  by  mutual  agreement  with  the  appropriate  recognized  employee 
organization.  Pending  such  reallocation,  the  incumbent  shall  continue  in 
the  position. 
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Sec.  109.11  Limitations  Under  This  Rule  (cont.) 


109.11.2  im  administering  this  RulcuiO  nhovt?,  if  the  difference  between  the  salary 
ranges  of  the  former  class  and  the  new  class  is  more  than  4^sc\  cn  atul 
one  half  (7!-:)  percent,  a significant  difference  in  ihc  sccmv  of 
responsibility  hir.J.  x'J  Ic.  c!  o!' uirilc'Li!ri-ov  tlie  'ivoi-h  shall  be  deemed  to 
exisf.  and  status  shall  not  be  eranted  unless  appro\  eJ  bv  the  C'i\  il  Ser \ i ee 
Commission.  -p erjcni  nalar.  ibctor  shall  be  iKee.  LS'jJ  I'y 


109.11.3  .An  emploN'ec  must  meet  the  minimum  qnalillcations  for  the  position  in 
order  to  be  elieible  for  status. 

1 09.1 1.4  The  Human  Resources  Director  mav  assess  the  emplo\ee's  abilit\  lo 
perform  the  level  ofduties  and  the  essential  liinctions  of  the  class. 

See.  109.M Status  in  Tw^Leve{-Hi-:hor  Fronrotionn! 
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Sec.  109.20 Diiinhiiitv  Tran-ifon;  lun!  Stntus.Kiuht) 


44y 


LT-;rT-7^TTTV:T  nT-iviivir.  1 lih r-r— 1 

a:i:iu 

ill  ''C 

“ iv  , ..1.  ,1.  . . .1.,  ii.L  1 . i v.  .1  .t:.  prvi  i>.i 

4« 


Sec.  109.12  Situations  Not  SpcciricalK  Addressed 


Siluaiions  not  spccincallv  addressed  in  this  Article  \\iH  be  resolved  b\  the 

Ikiman  Rcsoiii'ces  Director  siibicci  to  the  approval  of  the  Ci\  il  Service 

CoiTiniission. 

1 '"f  Cla  aiificatiar.  rr"  Irca.'al'LT. t 
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1 nn  o i 


Sec.  109.13  Prohationan  Period 


109.13.1  Hmrlox  ees  wl'o  are  appoinled  b^  status  in  the  same  dcparimeni  shall  not 
be  required  lo  complete  a new  Drobaiionar\  period. 


109.13.2  Hmplo\  ees  who  exercise  status  to  transfer  to  a new  denarlment  shall  be 
required  to  compleie  a probalionar\^  period. 

109.13.3  Hmplo\ees  who  have  not  vet  comoleied  the  probaiionan  period  in  the 
class  subject  to  reclassification  shall  be  required  to  complete  the  remainder 

of  the  probaiionarv  period  in  the  new  class. 


Sec.  109.4^14  T::  r.drv.  ti -n  -f  Release  from  a Probationan^  ApDointment 


33  - C ^ c.. — 1^:,  n c 

■ u ^ .,u-  - - ~ ..  ...  n .u  . ^ - 

u.  . u,  <u.. 

- ' . - -u^ii  u u.  .u  ^ 


Sled  sarae. Employees  required  to  scivc  a probationary 
period  as  a result  ofbeine  eranied  status  under  this  Rule  are  subject  to  the 

C'n  il  Sen  ice  Rules  cm  release  from  the  probationaiv  period. 

Sec.  109.15  Ci\  il  Ser\  ice  Seniority 

Civil  Sendee  senioriu  for  employees  eramed  status  under  CSC  Rule 

shall  be  carried  forward  and  is  calculated  from  the  dale  of  ceiiification  in 

the  former  class  prior  lo  reclussillcaiion. 
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Rule  109 

Position  Classification  and  Related  Rules 
Article  III:  Temporary  Out-of-Class  Assignments 


Applicability:  The  provisions  of  Rule  109  apply  to  employees  in  all  classes;  except  the  Uniformed 

Ranks  of  the  Police  and  Fire  Departments  and  MTA  Service-Critical  Classes.  I .i-. 


Sec.  109.-16  Temporary  Out-of-Class  Assignments  - Policy  and  Definition  | 

109.^16.1  In  accordance  with  this  Rule,  an  appointing  officer  may  exercise  Charter  | 
authority  to  assign  an  employee  to  perform  any  of  the  duties  of  the 
department  to  which  appointed  and  to  make  any  temporary  out-of-class 
assignment  to  maintain  the  provision  of  any  publie  service. 

109.^16.2  "Temporary  out-of-class  assignment"  means  the  assignment  of  an  | 
employee  without  change  in  class  to  perform  the  normal  day-to-day  duties 
and  responsibilities  of  another  classillcation.  Records  of  such  temporary 
out-of-class  assignment  shall  be  placed  in  the  employee's  personnel  file. 

The  lluman  Rcsoui'cc.s  Director  shall  he  responsible  for  adminislcrinu  and 

making  clTcctivc  the  proN'isions  of  thi.s  Rule,  and  establishing  such 

administrative  controls  and  procedures  as  ma\’  be  necc.s.san  . 

1)  "Temporary  out-of-class  assignment"  is  distinguished  from 
"temporary  appointment"  in  that  ihe  latter -refers  to  an  appointment  | 
to  a differently  classified  position  in  accordance  with  Civil  Service 
appointment  provisions  and  in  accordance  with  budgetary  requirements. 

2)  "Temporary  out-of-class  assignment"  is  riirtiiv-:-  distinguished  from  a | 
short  term  or  regular  assignment  of  a minor  portion  of  work  duties  which 
are  allocated  to  a different  class,  but  which  are  generally  related  to  the 
regular  duties  or  level  of  responsibility  of  the  employee's  current  class. 

3)  The  Human  Resources  Direetor  shall  be  responsible  for  administering 
and  making  effective  the  provisions  of  this  Rule,  and  establishing  such 
administrative  controls  and  procedures  as  may  be  necessary. 
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Sec.  109.^16  Tcninoran'  Out-of-Class  Assignments  - Policy  and  Definition  (cont.^  | 
(cont.)  I 

4)  Temporary  out-of-class  assignments  shall  not  be  made  when  an 
appointment  based  on  the  regularly  established  Rules  and  procedures  of 
the  Civil  Service  Commission  may  be  made.  Temporary  out-of-class 
assignments  may  be  approved  while  an  appointment  through  the 
established  procedures  is  pending. 

5)  When  a temporary  out-of-class  assignment  is  in  order,  selection  and 
retention  shall  be  at  the  discretion  of  the  appointing  officer  or  designee. 

t A(\  in  « .,4~  o..,,..:  ..I.,,..  ^ 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


Applicability: 


Sec.  209.1 

Sec.  209.2 


Sec.  209.3 


Sec.  209.4 

Sec.  209.5 
Sec.  209.6 

Sec.  209.7 
Sec.  209.8 


Sec.  209.9 
Sec.  209.10 

Sec.  209.11 

Sec.  209.12 

Sec.  209.13 

Sec.  209.14 

Sec.  209.15 


Rule  209 

Position  Classification  and  Related  Rules 

Rule  209  shall  apply  to  all  classes  of  the  Uniformed  Ranks  of  the  San  Krancisco  l\^licc 

Department 

Article  1:  Aiithorifv^ 

Authnritv 
Notice  and  Appeals 

Article  11:  Definitions 

Definitions 

Article  111;  Classification 

Classification  of  Positions 

Class  Series 
Class  Specifications 

Official  Copy 

Administration  of  the  Classification  Plan 

Article  IV:  Status 

General  Principles 

Effects  of  Classification  on  the  Status  of  Incumbents 

Limitations  on  Granting  Status  Under  This  Rule 

Situations  Not  Specifically  Addressed 

Probationary  Period 

Release  From  A Probationary  Appointment 

Ci\  il  Ser^  ice  Seniority 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


Applicability: 

Sec.  209.1 

209.1.1 

209.1.2 

209.1.3 

209.1.4 

209.1.5 


Rule  209 

Position  Classification  and  Related  Rules 

Article  I:  Claasificatio-?^  Authority 

Rule  209  shall  apply  to  all  classes  of  the  Uniformed  Ranks  of  the  San  Francisco  Police 
Department 

Autliorit\ 


As  pro\  ided  under  ihc  Charier  Scclion  10.103  of  the  Cit\  and  C'oiinU  of 

San  Francisco,  the  Human  Rcsolii'CCs  Director  shall  ha\c  the  diilv  and 

auihorilN  to  cstablisli  a s^stem  ol~  job  classitlealion  and  to  allocalc  each 

position  to  a job  class.  _ 

The  Human  Resources  Director  shall  ha\c  the  responsibility  and  aiilhorih 

to  allocate  new  positions  to  a class  based  on  the  level  and  t\  pe  of  assigned 

duties  as  applicable  under  this  FUile.  Groups  of  positions  Ibnn  a class 

when  it  is  determined  b\  the  Human  Resources  Director  that  the  duties  are 

at  the  same  level  of  responsibililv  and  authority.  _ 

The  Ikiman  Resources  Director,  when  notified  of  a siuniricant  chance  in 

duties,  shall  analv/e  positions.  If  it  is  determined  throuiih  a job  anaUsis 

that  the  level  and/or  riinction  of  the  assianed  responsibilities  have  chanced 

siunitlcantlv  and  are  no  lonuer  consistent  with  the  existine  class,  the 

position  mav  be  reclassincd. 

When  appropriate  to  the  classilleation  plan,  the  I kiinan  Resources  Director 

mav  ehanue  tlie  title  and/or  number  of  a class  without  alTeetiiiu  the 

classineation  of  the  position  or  the  status  of  incumbents. 

The  Human  Resources  Director  ma\'  amend  class  speei Ileations  as 

necessary  to  rellect  the  major  duties  of  positions  within  the  class  and  the 

job  related  knowledge,  skills  and  abilities  necessary  to  perform  the 

llinctions  of  the  class. 
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Soc.  209.1  Aiithoi  il>  (coni.) 

209.1.6  The  Human  Resources  Director  mav  make  changes  to  the  classification 
plan  includinu  crcalinu  new  classes,  abolishinu.  consolidating  or  amending 

classes  consistent  with  the  cla.ssincation  plan. 

209.1.7  The  decision  of  the  Human  Resources  Director  rcuardinn  classiFicaiion 
mailers  includinu  the  authoriU'  to  determine  the  slalu.s  of  an  cinplovee. 

shall  be  Hnal  unless  appealed  to  the  Civil  Serviee  Commission. 

209.1.8  Th  e pro\isions  of  Article  I.  Rule  209  shall  onlv  be  superceded  b\  an 
amendment  to  the  Charier  of  the  Cit^  and  Count\  of  San  Francisco,  and 

then  onl\  to  the  extent  reoiiired  bv  the  amendment  with  the  remainine 

provisions  conlinuine  in  full  force  and  elTeet. 

See  209,2  Notice  and  Appeals 

209.7-2.1  Any  employee,  employee  representative  or  appointing  officer  affected  by  a 
classification  action  or  status  urant  under  this  rule  mav  appeal  the  action  to 
the  Civil  Service  Commission.  The  appeal  shall  be  in  writing,  statinu  the 
basis  on  which  the  appeal  is  based  and  shall  be  in  accordance  with  the 
procedures  established  by  the  Executive  Officer  of  the  Civil  Service 
Commission. 

209.2.2  Proposed  chances  in  classillcation  and 'or  status  of  permanent  C ivil 
Service  incumbents  with  existinu  status  riehts  shall  be  posted  for  se\en  (7) 

calendar  davs  and  shall  become  eiTeeti^^e  on  the  eiuhth  (8"‘)  calendar  da\ 

following  the  postine  date,  with  the  following  exception. 

209.2.3  Protests  shall  be  submitted  to  the  I liiman  Resources  Director  prior  to  the 
end  of  the  postina  period. 

209.2.4  Th  e decision  ofthc  1 Itiman  Resources  Director  is  appealable  to  the  Ci\  il 
Serviee  Commission.  The  decision  of  the  Ci\  il  Serxiee  Commission  shall 

be  final  and  not  subject  to  reconsideration. 
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Applicability: 

Sec.  209.3 

209.3.1 


209.3.2 

209.3.3 

209.3.4 

209.3.5 

209.3.6 


Rule  209 

Position  Classification  and  Related  Rules 


Article  II:  Definitions 

Rule  209  shall  apply  to  all  classes  of  the  Uniformed  Ranks  of  the  San  Francisco  Police 
Department 

Definitions 


■Joi)  Code 


The  term  '1ob  code"  is  used  within  the  Human  Resources  classification 

SNSlem  interchanizcablv  with  the  Civil  Serviec/Charter  term  "class"  or 

"classitleaiion." 


Position 


The  duties  and  responsibilities  assigned  bv  an  Appointing  OlTicer  lo  he 

performed  bv  an  employee. 

Classification  System 


A method  oforaanizina  positions  into  classes  and  uroups  of  classes  based 

on  an  analysis  of  types  and  levels  of  \vork  performed. 

Classification  Plan 


The  oxerall  svslem  or  plan  that  encompasses  all  classes. 

Class/Classification 


A aroLip  of  positions  havina  common  functions  and  levels  of  responsibiliu 

requirinii  related  knowicduc  abilities  and  skills. 

Class  Series 


A croup  of  direelK -related  classes  within  a it)b  famil\  which  ^ar\  in  lex  el 

and  scope  of  responsibility. 
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Sec.  209,3 

2()9.3..S 

209.3.9 

209.3.10 

209.3.11 

209.3.12 

209.3.13 

209.3.14 

209.3.15 

209.3.16 


Dormitions  (emit.) 
l*()sition  Description 

A position  description  ucncralK  describes  the  functions  of  a position  but 

inn\  not  be  all  inclusive  or  specific  to  pariicular  position. 

C hiss  Speciricntion 

A wriitcn  delineation  of  the  levels  of  duties  and  essential  functions  of  a 

class. 

Allocation/Classification 

Dcsianaiiim  new  positions  lo  an  appropriate  class. 

Reallocation/Reclassification 

Dcsienatinii  cxisline  positions  to  a dilTereni  class. 

Consolidation 

The  combining  of  the  dulics  of  two  or  more  classes  into  one  class. 

l)i\  ision 

The  separation  of  a class  into  two  or  more  classes 

.Amendment 

I'he  fornial  revision  ofthe  class  specifications  for  an  e.xistina  class. 

Retitling 

Changing  the  name  (liilc)  of  an  existing  class. 

Renumbering 

Changing  the  designated  nuinbcr  of  an  existing  class. 

Abolishment 

I he  elimination  ol  a class  from  the  classificaiion  plan. 
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Sec.  209.3  Definitions  (cent.) 


209.3.17  Status 

Status  is  the  erantina  to  an  employee  permanent  C'i\  il  Service  siandinu 

a specific  class.  Status  is  m-anteci  to  a class,  and  not  to  a specific  position 

in  a class. 


209.3.18  Protest 


A request  to  ihe  I lunian  Resources  Director  for  the  reconsideration  of  a 

classillcation  decision. 


209.3.19  Appeal 

A request  to  the  Civil  Service  Commission  to  reconsider  tlic  decision  of 

the  1 luinan  Resources  Director. 
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Sec.  209.3 

Dcrmitions  (cont.) 

209.3.7 

Position  Descrifition 

.\  L^osilion  descriotion  acneralK-  describes  the  functions  of  a position  but 

nia\  not  be  all  inclusive  or  specific  to  particular  position. 

209.3.S 

Class  Specification 

.A  written  delineation  of  the  levels  of  duties  and  essential  functions  of  a 

class. 

209.3.9 

1 i 0 c a t i ( ) n /C I a s s i fi  cation 

Dcsienatiim  new  positions  to  an  appropriate  class. 

209.3.10 

R ea  1 1 oca  t i 0 n/Rec  1 ass  i fi  ca  t io  n 

Dcsienatiim  e.xistine  positions  to  a dilTerent  class. 

209.3.1  1 

Consolidation 

The  coinbinine  of  the  duties  of  two  or  more  classes  into  one  class. 

209.3.12 

Division 

The  separation  ofa  class  into  two  or  more  classes 

209.3.13 

Amendment 

The  formal  revision  ofthc  class  specifications  for  an  e.xistine  class. 

209.3.14 

Retitline 

Chaneine  the  name  (title)  of  an  e.xistine  class. 

209.3.15 

Rent!  mberine 

Chaneine  the  desienated  number  of  an  cxistine  class. 

209.3.16 

Abolish  ment 

fhe  elimination  ofa  class  from  the  classifcation  plan. 
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Sec.  209.3  Definitions  (cent.) 

209.3.17  Status 

Status  is  the  granting  to  an  einploycc  permanent  Ci\  il  Service  siandinii  to 

a specific  class.  Status  is  uranted  to  a class,  and  not  to  a specific  position 

in  a class. 


209.3.18  Protest 


A request  to  the  Human  Resources  Director  for  the  reconsideration  ofa 

class! ncation  decision. 


209.3.19  Appeal 

A request  to  the  Civil  Service  Commission  to  reconsider  the  decision  ol' 

the  Human  Resourees  Director. 
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Rule  209 

Position  Classification  and  Related  Rules 

Article  4-111:  Classification 


---bilUN:  link  209  >IkiII  appls  to  all  of  rlie  L'niforiTied  Ranks  of  the  San  Francisco  Police  I 

IXaxtnment  | 

Sec.  209.44  Classification  of  Positions  | 

20*^.]  .1  Each  position  in  the  classified  service  shall  be  classified  by  the  Human  | 

Resources  Director  and  allocated  to  the  appropriate  class  in  accordance 
with  the  lo\ol.  scope  and  occiipalional  conccpl  characici-.  diff  cu’.i'r.  I 

of  the  assigned  duties.  | 

be  olicco::.:  chr^-v.hcn  the  duiic:  arc  r-irncicni!> 


4^ — be  i::cd  :o  dc- coc!:  ::: 

2ko: !c~.  c!  .2' anJ  .nlicr  ^Lia'incafer. 

:'C.;:::rcJ  .-f  ii : 

2)  . be  : an.! 


Sec.  209.0-5  Class  Series  ico 

All  classes  dirccih  related  within  a job  family  involving  the  same  kind  of 
work,  but  differing  as  to  A--j!  of  d^'fcuh-.  and  scope  of  responsibility, 
shall  be  assembled  into  the  same  series.  - Ad  rvdcr'  vCdf!--  ihc  ra;oc  br^aJ 
. !l;!d  . be  Jioldcd-i-oo  ih.::  ;on!C  -erx  ice. 
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Sec.  209.^6 

209.^6.1 


209.6.2 


Sec.  209.47 


Sec.  209.^8 

209.1^8.1 

209.^8.2 


Class  Specification 


The  class  specification  shall  be  the  official  description  of  the  class,  rcc'uvl 


1 " r 

...  1 ..u..,..,  .,  , 

bcations.'  irr  'audibTHi  !>■ 

. j.'.'  .'^7,.'  I 

The  class  specification-^  shall  be  descriptive  of  the  class  TTfr4biit  shall 
not  be  considered  as  a restriction  on  the  assignment  of  duties  not 
specifically  listed.  44^ — r^l'he  class  specineations  aiv  intended  to 

indicate  the  kind  of  positions  that  should  be  allocated  to  a class  Trfi-rj-biii 
shall  not  be  construed  as  describing  the  exact  duties  and  responsibilities  of 
each  individual  position  allocated  to  the  class.  The  appointing  officer  has 
the  authority  to  assign  an  employee  to  perform  work  provided  that  it  is 
consistent  with  the  tv  pc  of  duties  and  level  of  responsibility  of  the 
employee's  class,  although  ib^  '.-■•k not  specifically  described  in 
the  class  specification. 

Official  Copy 

The  Human  Resources  Director  shall  maintain  an  accurate  and  completed 
copy  of  the  Posbio--  classification  plan  to  be  designated  as  the  "Official 
Copy."  All  changes  in  allocation  or  reallocation  of  positions  to  classes  or 
amendment  of  classifications  shall  be  recorded  in  the  "Official  Copy"  of 
the  Position  Classification  Plan.  The  "Official  Copy"  of  the  Position 
Classification  Plan  shall  be  open  for  public  inspection. 

Administration  of  the  Classification  Plan 


The  Human  Resources  Director  shall  niabc  anal\/c  positions  and'or 
classifications  -uxlij.'  'T-inbi ■ i ji:al  p.-siiioiis — gi-oupv  o!'  i::. 

whenever  the  Human  Resources  Director  deems  it  necessaryT,  vTc:iC\ cr 


Upon  request  of  the  Human  Resources  Director,  the  appointing  officer  | 
shall  furnish  detailed  information  relative  to  the  duties  and  responsibilities 
or  work  assignments  of  positions  under  the  appointing  officer's 
jurisdiction.  The  appointing  authority  shall  notify  the  Department  of 
Human  Resources  promptly  of  significant  changes  in  duties, 
responsibilities,  or  work  assignments  of  positions,  unucr  lii"  i r !:;r  I 
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Rule  209 

Position  Classification  and  Related  Rules 
Article  IV:  Status 

Applicability:  Rule  209  shall  apply  to  all  classes  of  the  Uniformed  Ranks  of  the  San  Francisco  Police 

Department 

Sec.  209.44-9  General  Principles 

Status  in  the  City  and  County  service  is  the  riy-hi  rig'iU:' 

CiiM^'o)cc  to  pci'lbrni  CTTrli'in  dinkri  uranlinLi  of  permanent  Civil 
Ser\  ice  suindinu  within  a specific  class  to  an  cniplovce.  Tiicpc  This  right- 
stems  from  the  examination  in  which  the  employee  qualified  and/or  the 
appointment  received,  and  the  duties  performed  as  indicated  on  official 
records.  The  class  specification  or  duties  statement  in  existence  at  the 
time  for  the  examination  and/or  appointment  is  a basic  reference  document 
in  determining  status  in  a class.  An  employee  has  riehis  status  a 
pj' in  axlass,  but  not  to  a particular  position  within  such  class.  The 
appointing  officer  has  very  broad  discretion  in  reassigning  an  employee 
from  one  position  to  another  position  in  the  same  class. 


In  cases  where  status  is  involved,  the  Human  Resources  Director  shall  be 
responsible  for  the  determination  of  pstatus^^  rights-of  an  employees  aiid/or 
an  Hfhrr  eligible:?,  subieel  to  appeal  to  the  C'i\  il  Serx  iec  Coininission.  tto 


Sec.  209.10  Effects  of  Classification  C’han»e.s  on  the  Status  of  incumbents 


209.10.1  C lass  Consolidation 


When  ihe  diilies  oriwo  or  more  classes  are  eombined  into  one  new. 

exislinu  or  amended  class,  and  anv  of  the  classes  iin  olx  ed  are  abolished. 

an  eniplo\  ee  who  has  permanent  Civil  Ser\  iee  status  within  the  abolished 

class  is  eraiUed  status  to  the  new,  exisiina  or  amended  class,  subieel  lo  the 

liiniialions  of  this  Rule. 


CSC  Rules  - Volume  II  - SFPD 


209.9 


(PROPOSED  Amendment  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Sec.  209.10  Effects  of  Classification  Changes  on  Status  of  the  Incumbents  (cont.)  | 

209,10.2  I)i^  ision  of  One  Class  Into  T>vo  or  More  CInsses 


When  a class  is  divided  into  two  or  more  classes,  an  employ  ee  who  has 

permanent  Civil  Service  status  w ilhin  the  class  which  is  di\'ided  is  uraiiled 

status  to  the  new  class  which  I'ellects  the  primary  rcspon.sihilit\  of  the 

emploNce.  The  determination  of  which  class  rellcets  an  empKnee's 

primary  responsibilities  is  made  b\  the  Human  Resources  Director. 

209.10.3  Upward  Reclassification 

When  a position  occupied  b\  an  employee  with  permanent  Ci\  il  Serxiee 

status  is  Lipw-ardh'  reclassil'ied.  the  employee  is  ui\en  status  in  the  new. 

existinu  or  amended  class  subject  to  the  limitations  pro\  ided  in  this  Rule. 

209.10.4  Lateral  Reclassification 


When  a position  occupied  bv  an  emplo\ee  with  permanent  C’i\il  Serxiee 

status  is  lateral]\'  reclassified,  the  emplo\ee  is  uix'cn  status  in  the  new. 

existinu  or  amended  class. 


209.10.5  l)owin\  aid  Reclassification 


i)  Subject  to  the  limitations  under  Sec.  209.11  of  this  Rule,  when  a 

position  occupied  bv  an  employee  with  permanent  Civil  Ser\  ice  status  is 

clownwardb  reclassified,  the  emplo\ee  mav: 

a)  accept  the  downward  reclassification:  or 

b)  rcassiun  to  a vacancy  within  the  same  class  and  department:  or 

c)  rcuuest  transfer  to  a \'acant  position  to  a class  in  another 

department:  or 

d)  reinstate  to  a wicant  position  pre^  ious^\  held  b\  the  eniplo\ce  as 

provided  under  the  reinstatement  Rule:  or 

e)  accept  the  downwardly  reclassilled  position  with  reinstatement 

riuhts  to  the  next  available  Citv  wide  xacanev  in  the  class  Iteld  b\'  the 

employee  at  the  time  of  the  downward  reclassifieation:  or 

I)  exercise  Ci\  il  Service  lax  olTriuhts. 
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209.10.5  l)(nMn\:u(l  Reclassification  (coni.) 

2j  ir  uiKicr  a doNxnward  classificaiion  of  posiiion,  the  employee  elects  to 

accept  the  downward  i-eclassincalion  with  reinstatement  riuhis.  the 

employee  must  accept  the  first  available  position.  If  no  posiiion  becomes 

available  within  one  year  from  the  elTectiye  date  of  the  action,  all  status  to 

the  previous  class! Ucatiou  is  Ibiieited.  unless  an  extension  is  uraiUed  bv 

the  Director  of  I luman  Resources. 

209.10.6  Renumbered  or  Relitled  Classes 

When  classes  are  renumbered  or  retitled.  or  when  the  class  description  has 

been  changed  to  more  aeeiiraieK  describe  the  duties  actually  beina 

performed,  all  employees  yvith  permanent  status  in  the  Former  class  shall 

have  continued  permanent  status  in  the  renumbered  or  retitled  class. 

Hlieibles  on  a list  in  the  former  class  shall  continue  as  elieibles  on  the 

renumbered  or  retitled  ela.ss. 

Soc.  209.1-3 — Ronumbe-ring  or  of  F:itnb!i?!iod 
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Soi\  20^.-4^ Stati:^i  lliuht-:  Vendor  DiiTcront-j^ 


TOO  1 t 


209.140.-3-7  implementation  of  Status 


1)  ttAU  permanent  employees  in  positions  in  the  former  class  vAic!: 

have  been  reallocated  to  a new  class,  are  granted  status  in  positions  in  the 
new  class  as  of  the  effective  date  as  determined  by  the  Human  Resources 
Director.  is  i!i j 'AT^nual-^alary  Cidinaiicc  ■^siab-ir  iang 

si:ch  pos!::.  a.:  a:  : 

2)  rThe  remaining  employees  in  the  same  former  class  and  in  the  same  | 

department  are  granted  rights  to  assignment  to  positions  in  the  new  classes 
as  vacancies  occur  according  to  seniority  standing  in  the  departments,  | 

3)  f Permanent  employees  occupying  positions  in  the  same  former  class  in  | 

other  departments  are  granted  the  right  to  transfer  to  positions  in  the  new 
class  or  classes  as  vacancies  occur.  Such  requests  for  transfer  shall  be 
governed  by  the  provisions  of  the  these  Rules  governing  appointment  by 
transferr,  I 
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See.  209.10 l ITecls  of  Classification  Chanties  on  Status  of  the  Inciimhents  (cont.)  | 


209.1^!).^7  (cont.) 


4)  When  slaiLis  has  been  iiranted.  all  pci'inancnl  employees  in  positions  in 

the  former  class  which  has  been  reclassillcd  to  another  class,  are  uranted 

status  in  positions. 

5)  An  employee  who  is  uranted  status  luiist  exercise  those  riuhts  to  the 

second  class  as  soon  as  a position  becomes  asailahlc.  within  one  ( I ) \car 

from  the  elTeeti\e  date  of  the  ainendmeni  to  the  Annual  Sa1ar\  Ordinance 

unless  an  extension  is  eranted  h\  the  I kiinan  Re.souicos  l.)ii-eclor.  If  status 

is  not  exercised  w ithin  the  lime  limit  or  if  the  einplovce  refuses  an  offer  of 

a status  appointment,  then,  status  is  forleited. 

6)  An  eniploN'ce  who  does  not  exercise  status  as  pro\  ided  aboN  C ina\ 

continue  in  the  oriuinal  position  until  such  time  as  the  reelassilled  position 

is  lllled  and  the  orieinal  incumbent  is  replaced  bv  another  emplo\ee  who 

has  status  in  the  class  or  hv  an  eligible  from  a Ci\  il  Service  list. 


7)  When  all  permanent  incumbents  in  the  class  and  department  have 

exercised  or  forfeited  status,  eliuibles  on  lists  for  the  oriuinal  class  as  well 

as  entploN'ces  in  the  same  orieinal  class  in  another  department  max'  be 

offered  status  appointments  in  the  second  class  either  b\  certification  from 

the  elieiblc  list  or  under  transfer  pro\  isions  of  the  I ransfer  Rule. 

Sec.  209.1 1 Limitations  Under  This  Rule  j 

209.^11.1  The  allocation  or  reallocation  of  a position  shall  not  adversely  affect  the  | 
civil  service  rights  of  an  occupant  legally  holding  such  a position  under 
permanent  appointment.  If  there  is  an  ad\-erse  affect  on  the  ei\il  ser\  ice 
riuhts  of  an  occupant  leealh  holdinu  such  a position  under  permanent 

appointment.  'VT::!  a pcsitionds  te  he  realhcaled  iVent  Oi^c  clas:-  a 
higher  Oi-'ky.Ter  clanr.  cr  lYon-:  one  :;erieS'to  amehcr  seriot.  such  allocation 
oL_reallocation  shall  be  effected  when  the  position  becomes  vacant  by 
reassignment  or  for  other  reason(s),  except  when  earlier  implementation  is 
approved  by  mutual  agreement  with  the  appropriate  recognized  employee 
organization.  Pending  such  reallocation,  the  incumbent  shall  continue  in 
the  position. 
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(PROPOSED  Amendment  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Sec.  209.11  Limitations  Under  This  Rule  (cont.) 

209.1 1.2  i-i-n  administering  this  Rulcilic  if  the  difference  between  the  salary 

ranges  of  the  former  class  and  the  new  class  is  more  than  4^scvcn  and 
one  hall’  (IVz)  percent,  a significant  difference  in  scope  of  rcsnon.sihiliiv 
iiii.c!  and  !c\el  ^■!'  Jiribu'ty  oi' the  'V^-r^4^shall  be  deemed  to  exisf.  aiu.l 
status  shall  not  be  uranied  unless  appl•o^'ed  b\  the  ("i\il  S.t y i c e 

C\~)ininission.  Yhc  i'vo  percein  sa'!ar7-fe:io:'  JiaiT-be-rMea:.uivJ  iV'.vU  ;':e 
u;-.;.  olabd-f-am  v..hich  -laiuv  v.a-  erauleJ  . and  the 


209.1 1 .3  An  employee  inust  meet  the  ininiinuin  uualillcations  lor  the  position  in 
order  to  be  eliuihle  tor  status. 

209.1 1 .4  d’lie  Human  Resources  Direetoi'  ma\'  assess  the  einplo\ce's  abiliiN  to 
perform  the  le\  el  ol~ duties  and  the  essential  llinctions  ol'thc  class. 

. 209. 1-j ftatiis  in  Tu  n Level  Hii-hor  Fromatiannl  Situation 


\\.l. 


live  fc 


.U,.1  I 
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(PROPOSED  Amendment  - 8/00) 


City  iind  County  of  San  Francisco 


Civil  Service  Commission 


Nvc.  or  of 
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(PROPOSED  Amendment  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


7,,.  7.  '7, "1.77,.  "7  ! 7 

'u ' .i'  1 'j'r"'7Kr7  ^77 

'77  7.77'  7.7"  .7'.'  7'7"77 

....  ........  . ...  ....  ^ .....  . . 

Sec.  209.12 

Situations  .Not  .Snecirica!i\  .Atltlresseil 

SilLiaiions  not  spccificalK  addressed  in  this 

.\riicic  will  be  icsoKcd  b\  I'nc 

Human  Rc.sourccs  Director  subieet  to  the 

approval  of  llie  Ci\  il  Serxicc 

Commission. 

C O 

Tcrr..,,*  ..rrM.,  . :r...  r i . ,,  

, 

209.8.1 

'vu  ^ ..11......:-,..  .11 

.u  .n  ..  .1  .,,1.  ...  .1.  ..  .1.  . 

.11.  K - 1 i: 
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(PROPOSED  Amendment  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Ml. 


Sec.  209.13  ProbationarN  Period 


209.13.1  Hnipknces  who  are  appoiiued  b\  siauis  in  the  same  deparimoni  .shail  nol 
'oo  required  to  complcie  a new  probaiionarx  period. 


209.13.2  i-.!upio\ces  who  exorcise  siaiiis  to  transfer  lo  a new  deparimcnL  shall  bo 
rcGLiircd  lo  conipicic  a prohaiioparv  period. 


209.13.3  Hmpiovccs  who  ha^e  not  vet  complcicd  the  probat iona^^  period  in  the 
class  SLibicci  to  reclassificaiion  shall  be  required  lo  complete  the  remainder 

of  the  prohaiionarv  period  in  the  now  class. 

Sec.  209.4-^14  Tl r-  f Release  from  a Probationan  Appointment 


^ cri-T: — ^ r-T^rHinplovecs  rcquii'cd  to  serxo  a probaiionarv 

period  as  a ivsull  ol  bcinu  uranicd  siaius  under  ibis  Rule  arc  sublcci  to  iho 

Ci\  il  Ser\iee  Rules  on  release  from  the  probationar\  period. 


Sec.  209.1 5 Ci\  il  Ser\  ice  Seni()rit\ 

Ci\  il  Ser\  ice  seniority  lor  empkn  ees  uranied  siaius  under  C SC  Rule  209 

shall  be  carried  forward  and  be  ealciilaied  from  the  dale  oi  eertiricaiion  in 

ihe  former  class  prior  lo  reehi>.si lieiuiop.. 
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(PROPOSED  Amendment  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Rule  309 

Position  Classification  and  Related  Rules 

Applicabilin:  Rule  309  shall  appls  to  all  cla.-^se^  of  the  Uniformed  Ranks  of  the  San  Kranci 

Depaitment. 

Article  1:  Aiithorin 

Sec.  309,1  Authority 


Sec.  309.2 

Notice  and  Appeals 

Article  11:  Definitions 

Sec.  309.3 

Definitions 

Article  III:  C lassification 

Sec.  309.4 

Classification  of  Positions 

Sec.  309.5 

C lass  Series 

Sec.  309,6 

Class  Specifications 

Sec.  309.7 

CJfficial  Copy 

Sec.  309.8 

Administration  of  the  Classification  Plan 

Article  I\’:  Status 

Sec.  309.9 

Cieneral  Principles 

Sec.  309.10 

F.ffects  of  Classification  on  the  Status  of  Incumbents 

Sec.  309.1 1 

Limitations  on  Cjrantin<z  Status  L nder  This  Rule 

Sec.  309.12 

Situations  Not  Specifically  Addressed 

Sec.  309.13 

Probationary  Period 

Sec.  309.14 

Release  From  A Probationan  Appointment 

Sec.  309.15 

C i\  il  Ser\  ice  SenioriD 

Article  \':  Temporarv  Out-of-Class  Assisnments 

Sec 


. 309.16  Temporary  Out-of-Chiss  Assignments  - Policy  and  Definitions 

-?Anin  I 1...^  . ^4- n,.,  i> : v ...^u 
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309.1  (Proposed  Amendment  XO  - 8/00) 


M ih'y 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Applicability: 

Sec.  309.1 

309.1.1 

309.1.2 

309.1.3 

309.1.4 

309.1.5 


Rule  309 

Position  Classification  and  Related  Rules 

Article  I:  ClnssificntiO'n  Authority 

Rule  309  shall  apply  to  all  classes  of  the  Uniformed  Ranks  of  the  San  Francisco  Fire 
Department. 

Authority 


As  pi‘0\  ided  under  the  Chailcr  Scclion  10.103  of  the  C'ii\  and  C'ounlv 

San  Francisco,  llie  lluntan  Resources  Director  shall  htne  ihc  clulv  and 

aulhorilv  lo  esiablish  a sysiein  of  job  classificalion  and  lo  allocalc  each 

position  to  a job  class.  _ 

The  1 Inman  Resources  Director  shall  have  the  ivsponsibilit\  and  autborit\ 

to  allocate  new  positions  to  a class  based  on  the  level  and  t\pc  of  assigned 

duties  as  applicable  under  this  Rtilc.  Groups  of  positions  forni  a class 

when  it  is  determined  bv  the  1 luinan  Resources  Director  that  the  duties  are 

at  the  same  level  of  responsibilitN  and  authority.  _ 

The  Human  Resources  Director,  when  notified  of  a siunilieant  chance  in 

duties,  shall  anal\/.e  positions.  If  it  is  delennined  throuuh  a job  analysis 

that  the  le\  el  and/or  funetion  of  the  assiened  responsibilities  have  ehanued 

sienifieanth'  and  are  no  loimer  consistent  with  the  existing  class,  the 

position  nvew  be  reclassitled. 

When  appropriate  to  the  classifieation  plan,  the  I luman  Resources  Direetor 

may  chanac  the  title  and/or  number  of  a ela.s.s  without  alTectine  ihe 

elassineation  of  the  position  or  the  status  of  incumbents. 

The  Human  Resources  Director  ina\'  annend  class  sneeifications  as 

necessary  to  rellect  the  major  duties  of  positions  within  the  class  and  the 

lob  related  knowledge,  skills  and  abilities  neeessaiw  to  perform  the 

runctions  of  the  class. 
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(Proposed  Amendment  XO  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


a 309.1 

AuthoritN  (cont.) 

309.1.6 

The  Human  Re.sourccs  Director  mav  make  changes  to  the  classification 

plan  includina  creatine  new  classes,  abolishine.  consolidatine  or  amendine 

classes  consistent  with  the  classification  plan. 

309.1.7 

rite  decision  of  the  Human  Resources  Director  reeardinta  classification 

matters  includine  the  authorii\  to  determine  the  status  of  an  einplovec. 

shall  be  final  unless  appealed  to  the  Civil  Service  Commission. 

309.  l.S 

! he  pro\  isions  of  .Article  1.  Rule  309  shall  onl\  be  superceded  b^  an 

amendment  to  the  Charter  of  the  Cit\  and  CounU'  of  San  Francisco,  and 

then  onl\  to  the  exieni  required  b\  the  amendment  with  the  remainine 

pro\  isions  coniiniiine  in  full  force  and  effect. 


Sec  309.2  Notice  and  Appeals 

e-09.-^2.1  Any  employee,  employee  representative  or  appointing  officer  affected  by  a 
classification  action  or  siaiiis  eram  under  this  rule  may  appeal  the  action  to 
the  Civil  Service  Commission.  The  appeal  shall  be  in  w ritine.  siaiinu  the 
basis  on  w hich  the  anneal  is  based  and  sha!!  be  in  accordance  with  the 
procedures  established  by  the  Executive  Officer  of  the  Civil  Service 
Commission. 

309.2.2  Proposed  chanaes  in  classiiicaiion  and  or  status  of  permaneni  Civil 
Service  incumbents  with  exislina  status  riahis  shall  be  posted  for  se\ on  ( 7 ) 

calendar  davs  and  shall  become  eiTecti\'e  on  the  eiahth  (8"  ) calendar  da\ 

followina  the  poslina  date,  with  the  followina  exception. 

309.2.3  Protests  shall  be  submitted  to  the  1 Inman  Resources  Director  prior  to  the 
end  of  the  poslina  period. 

309.2.4  The  decision  of  the  Human  Resources  Director  is  appealable  to  the  Ci\  il 
Service  Commission.  The  decision  of  the  Ci\  il  Ser\  ice  Commission  shall 

be  final  and  not  subject  to  reconsideration. 
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309.3 


(Proposed  Amendment  XO  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Rule  309 

Position  Classification  and  Related  Rules 


Article  II:  Oefiiiitions 


Applicability:  The  provisions  of  Rule  4^309  apply  to  employees  in  all  classes;  except  the  Uniformed  | 

Ranks  of  the  Police  and  Fire  Departments  and  MTA  Service-Critical  Classes. 

Sec.  309.3  Definitions  I 


309.3.1  Job  Code 


The  icrm  "job  code"  is  used  within  ihc  Muman  Resources  classillcaiion 

■svslcin  interchanecablv  with  the  Ci\il  Scr\'icc/Charler  term  "class"  cm- 

"classillcaiion.” 


309.3.2 

Position 

The  duties  and  responsibilities  assigned  h\'  an  Appointing  Oflleer  to  be 

perforined  b\'  an  eniplo\  ee. 

309.3.3 

Classitleation  System 

.A  method  oforeani/ine  positions  into  classes  and  croups  of  classes  ba.^ed 

on  an  analwsis  oftN  pes  and  lev  els  vvfvvork  performed. 

309.3.4 

Classilleation  Plan 

The  overall  svstem  or  plan  that  eneompas.ses  all  classes. 

309.3.5 

C 1 a s s / C i a s s i fi  c a t i 0 n 

A croup  of  positions  havinc  common  functions  and  levels  of  responsibilitv 

requirinc  related  knowledce  abilities  and  skills. 

309.3.6 

Class  Series 

croup  of  directly -related  classes  williin  a job  family  w hich  \ arv  in  lc\cl 

and  scope  orresponsibilitx , 
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309.4  (Proposed  Amendment  XO  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Sec.  309.3 

3 00.3. 7 


300.3.S 

309.3.9 

309.3.10 

309.3.11 

309.3.12 

309.3.13 

309.3.14 

309.3.15 

309.3.16 


CSC  Rules  - 


nefinitions  (cent.) 

Position  Description 

A position  description  ecncralK'  describes  the  junctions  of  a position  but 

ma\  noi  be  all  inclusive  or  specific  to  particular  position. 

Class  Speciricntion 

A written  Jelincaiioii  of  the  lc\cls  of  duties  and  essential  functions  of  a 

class. 

.Allocation/Classifieation 

Dcsienatina  new  positions  to  an  appropriaie  class. 

Reallocation/Reclassification 

Desienatiiiu  cxisiine  positions  to  a different  class. 

Consolidation 

The  combining  of  the  duties  of  uvo  or  more  classes  into  one  class. 

Division 

The  separation  of  a class  into  two  or  more  classes 

■Amendment 

The  formal  revision  of  the  class  specifications  for  an  e.xistinu  class. 

Retitling 

Changinu  the  name  (tide)  of  an  e.vistinu  class. 

Renumbering 

Changing  the  designated  number  of  an  existing  class. 

.Abolishment 

The  elimination  of  a class  from  the  classification  plan. 


Volume  III  - SFFD  309.5  (Proposed  Amendment  XO  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Sec.  309.3  Definitions  (cont.) 

309.3.17  Status 

Status  is  the  m'antin[i  lo  an  employee  permanent  Civil  Service  siandinu  to 

a specilic  class.  Status  is  aranted  to  a class,  and  not  to  a spccilic  position 

in  a class. 


309.3.18  Temporary  Out-of-Class  Assianinent 

The  assignment  of  an  cmplovcc  who  has  permanent  Civil  Scr\  ico  status  in 

a class  to  perform  the  normal  da\  to  dav  responsibilities  and  duties  of 

another  class  on  a temporary  basis  without  a chance  in  class. 

309.3.19  Protest 


A reciucst  to  the  1 Inman  Resources  Director  tor  the  reconsideration  of  a 

classillcation  decision. 


309.3.20  Appeal 

A request  to  the  Ci\it  Ser\  ice  Commission  to  reconsider  the  decision  ol' 

the  fkinian  Resources  Director. 
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309.6  (Proposed  Amendment  XO  - 8/00) 


Cir\  and  County  of  San  Francisco 


Civil  Service  Commission 


Rule  309 

Position  Classification  and  Related  Rules 

Article -rill:  Classification 


Applicabilin ; Rule  309  shall  apply  to  all  classes  of  the  Uniformed  Ranks  of  the  San  Francisco  Fire 
Department. 

Sec.  309.4-4  Classification  of  Positions 


Each  position  in  the  classified  service  shall  be  classified  by  the  Human 
Resources  Director  and  allocated  to  the  appropriate  class  in  accordance 
with  the  .c-'Ci  anc  ojc:;ruiiona]  concen 

of  the  assigned  duties. 


Sec.  3Q9.'=-5  Class  Series 


rc-jaied  within  a job  famib 


All  classes  d 
work,  but  differing  as  to  u-.  j; 
shall  be  assembled  into  the  same  series. 


involving  the  same  kind  of 
cvuv  o:'  responsibiliP'. 
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309.7 


(Proposed  Amend.ment  XO  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Sec.  309.jS-6  Class  Specification 

309  ^6  1 The  class  specification  shall  be  the  officiaUlescriplion  ol' ihe  ckm 

■' ■■  '>■  .'-t::!,  Ih:  ir  . " 

I ■ '!■  ' ' J”  ^ - ■iP'p'  ^ 


309.6.2 


The  class  specification-  shall  be  descriptive  of  the  class  shall  s-e 

not  be  considered  as  a restriction  on  the  assignment  of  duties  not 
specifically  listed,  class  spee.lkauon^  intended  to 

indicate  the  kind  of  positions  that  should  be  allocated  to  a class 
shall  not  be  construed  as  describing  the  exact  duties  and  responsibilities  ot 
each  individual  position  allocated  to  the  class.  The  appointing  officer  has 
the  authority  to  assign  an  employee  to  perform  work  provided  that  it  is 
consistent  with  the  of  duties  and  level  of  responsibility  of  the 

employee's  class,  although  ih; T not  1-  specifically  described  in 
the  class  specification. 


Sec.  309.47  Official  Copy  ' 

The  Human  Resources  Director  shall  maintain  an  accurate  and  completed  1 
copy  of  the  classification  plan  to  be  designated  as  the  "Official  j 

Copy."  All  changes  in  allocation  or  reallocation  of  positions  to  classes  or 
amendment  of  classifications  shall  be  recorded  in  the  "Official  Copy"  of 
the  Position  Classification  Plan.  The  "Official  Copy"  of  the  Position 
Classification  Plan  shall  be  open  for  public  inspection. 


Sec.  309.^8  Administration  of  the  Classification  Pl^ 

309.^8.1  The  Human  Resources  Director  shall  anal  \ a:  position^^_aniLiT 

classifications  A — --A'.  ‘ ~ 

whenever  the  Human  Resources  Director  deems  it  necessaryr,  ■ 


309.f8.2  Upon  request  of  the  Human  Resources  Director,  the  appointing  officer  | 
shall  furnish  detailed  information  relative  to  the  duties  and  responsibilities 
or  work  assignments  of  positions  under  the  appointing  officers 
jurisdiction.  The  appointing  authority  shall  notify  the  Department  of 
Human  Resources  promptly  of  significant  changes  in  dutks,  ^ 
responsibilities,  or  work  assignments  of  positions, 
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309.8  (Proposed  Amendment  XO  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Rule  309 

Position  Classification  and  Related  Rules 
Article  IV:  Status 

Applicability:  Rule  309  shall  apply  to  all  classes  of  the  Uniformed  Ranks  of  the  San  Francisco  Fire 
Department. 

Sec.  309.4-4-9  General  Principles 

Status  in  the  City  and  County  service  is  the  r:-hi  cr 

ini.'  craiuiim  of  pcnuancnl  Civil 

Scrx  icc  siandine  within  a specillc  clas.s  lo  an  cmplo\cc.  FhcvC  Thi.s  right- 
stems  from  the  examination  in  which  the  employee  qualified  and/or  the 
appointment  received,  and  the  duties  performed  as  indicated  on  official 
records.  The  class  specification  or  duties  statement  in  existence  at  the 
time  for  the  examination  and/or  appointment  is  a basic  reference  document 
in  determining  status  in  a class.  An  employee  has  r:c!u.  siaiiis  -h^iii  a 
i'-i  (--class,  but  not  to  a particular  position  within  such  class.  The 
appointing  officer  has  very  broad  discretion  in  reassigning  an  employee 
from  one  position  to  another  position  in  the  same  class. 


Sec.  30r. b-  iiui 

In  cases  where  status  is  involved,  the  Human  Resources  Director  shall  be 
responsible  for  the  determination  of  ^status”  of  an  employeer-  and-ov 
an  r-Hr^  eligible-,  subicci  lo  appeal  lo  ihc  Ci\il  Scrxicc  Coinnii.s^ion. 


Sec.  309.10  Fffects  of  Classification  ( hanges  on  tlic  Status  of  Incumbents 
309.1 0, 1 Class  Consolidation 


When  the  diilies  of  two  or  more  cla.s.ses  arc  combined  inio  one  new. 

c.xi.stiim  or  amended  cla.ss.  and  an\  ofihc  classes  inxoKcd  arc  abolished. 

an  ciuploN  Cc  who  has  pcnnancnl  Ci\  il  Scr\  ice  siaiu.s  within  ihc  abolished 

class  is  uranlcd  status  lo  the  new,  c.xi.slinii  or  amended  clas.s.  subicci  lo  ihc 

limiiaiions  of  this  Rule. 
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309.9  (Proposed  Amendment  XO  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Sec.  309.10  Effects  of  Classification  Changes  on  Status  of  the  Incumbents  (cont.)  | 

309.10.2  l)i\  isioti  of  One  Class  Into  IVo  or  More  Classes 


When  a class  is  divided  into  two  or  more  classes,  an  emploxcc  who  has 

pennaneni  Ci\il  Service  status  within  the  class  which  is  divided  is  eranted 

status  to  the  new  class  which  rellecls  the  primary  rcsponsibilil\  ol'  [| i e 

einploNce.  The  determination  of  which  class  rellects  an  einploxee's 

primar\  |•esponsibilities  is  made  b\  the  lluinan  Resources  Director. 

309.10.3  llpAvard  Reclassification 

When  a position  occupied  b\  an  einplo\ee  with  pei'nianenl  ( 'i\  il  Ser\  ice 

status  is  upwardlx'  reclassilled.  the  einpUnee  is  ui\cn  status  in  the  nc". . 

existinu  or  amended  class  subject  to  the  limitations  pro\  i;.led  in  thi^  [\ule. 


309.10.4  Lateral  Reclassification 


When  a position  occupied  b\  an  emploxee  with  pennanent  Civil  Serxice 

status  is  latei'allv  I'eclassine^l.  tlie  eniplo\ee  is  ei\'en  status  in  the  new. 

existinu  or  amended  class. 


309.10.5  D(nviu\ ard  Reclassirication 


Ij  Subject  to  the  limitations  under  Sec.  309.11  of  this  Rule,  when  a 

position  occupied  b\'  an  employee  with  pen7ianent  Civil  Seixice  status  is 

downwardK  reclassilled.  thcemploNce  max': 

a)  accept  the  downward  reclassillcation:  or 

b)  reassiun  to  a \ acance  within  the  same  class  and  department:  oi- 

c)  request  transler  to  a \aeant  position  to  a class  in  another 

department:  or 

d)  reinstate  to  a \ acant  position  pre\  iousl\  held  b\  the  emphnee  ax 

pro\  ided  under  the  reinstatement  Rule:  or 


e)  accept  the  downwardK  reelassined  position  with  reinstatement 

riuhts  to  the  next  a\ailable  Citv  wide  \ acancv  in  the  cla.ss  held  b\  the 

emplovee  at  the  time  of  the  downward  reelassifieation:  oi' 

f)  exercise  Civil  Ser\  ice  lavolV riuhts. 
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30*).  1 0.5  Doniinard  Reclassification  (cont.) 

2J  I funder  a downward  class!  ficalioi'i  of  position,  the  employee  elects  to 

aeeept  the  downward  reclassifieation  with  reinstatement  riehts.  the 

einploNce  nuisi  accept  the  llrsi  available  position.  If  iio  position  beeoines 

available  w ithin  one  vear  from  die  effectix  e date  of  the  aeiion,  all  status  to 

ihe  prcN  ious  elas-sifieation  is  Ibrfeited,  unless  an  exiension  is  uranied  bv 

the  Direeior  of  I luinan  Resources. 

309.10.6  Renumbered  or  Retitled  Classes 

When  classes  are  renumbered  or  redded,  or  when  the  class  description  has 

been  chanced  lo  more  aecuralelx  describe  the  duties  actualh  being 

performed,  all  einplow^es  \\ith  permanent  status  in  the  former  class  shall 

have  conlinued  permanenl  status  in  the  renumbered  or  retitled  class. 

Hlieibles  on  a list  in  the  former  class  shall  continue  as  elieibles  on  ihe 

renumbered  or  rclilled  class. 
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309.140.3-7  iinplementalion  of  Status 


1)  ^All  permanent  employees  in  positions  in  the  former  class  ■-■vA. 
have  been  reallocated  to  a new  class,  are  granted  status  in  positions  in  the 
new  class  as  of  the  effective  date  as  dcicrmincd  b\'  ihc  Human  j- 

i)irccuu-.  ^ I':;, 


2)  -^Ihe  remaining  employees  in  the  same  former  class  . aa  in  the  same  | 

department  are  granted  rights  to  assignment  to  positions  in  the  new  classes 
as  vacancies  occur  according  to  seniority  standing  in  the  department-^-,  | 

3)  f Permanent  employees  occupying  positions  in  the  same  former  class  in  | 

other  departments  are  granted  the  right  to  transfer  to  positions  in  the  new 
class  or  classes  as  vacancies  occur.  Such  requests  for  transfer  shall  be 
governed  by  the  provisions  of  the  Rules  governing  appointment  by 
transfers,  | 


,u  : I u .n 


4)  When  Slants  has  been  uranicd.  all  permanent  employees  in  :: 

ihc  former  class  that  ha.s  been  I'cciassillcd  to  another  cia^^. 

slalLLs  in  positions. 

5)  -An  employee  who  is  iiranicd  slants  musl  exercise  lIki^c  ^!chl^  U'  inv 

second  class  as  .soon  as  a po.silion  becomes  axailabic.  wiihin  one  i 1 ) \ car 

IVoni  ihe  ei'lecli\e  dale  of  ihe  vimendnieni  lo  ll-iC  Annual  Saia!"  (;rdiriaiiee 

unless  an  exlension  is  uranied  b\  ih.e  iluinan  Re.-^onrees  Diivclor.  irsiaLus 

is  noi  e.\erci.scd  within  the  lime  limii  or  il'the  einnlo\ee  relLise>  a.n  oiVer  of 

a slalus  appoinimeni.  liven,  siaius  i^  Ibrleiled. 

6)  .\n  emploN'ee  who  does  noi  exercise  slalu■^  as  nroxided  abo\e  iiur- 

coniinue  in  ihe  original  position  uniil  such  lime  as  ihe  leclassilled  posiiioii 

is  tilled  and  the  original  incumbent  is  ivplaced  bv  anoiher  einnlo\ee  uivo 

ha^  slalus  in  the  class  or  bv  an  eligible  iVoin  a L'iv  ii  Sc:  -,  ice  ii.M. 
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Sec.  309. 1 0 

309.  uo.; 

See.  309,1 1 

309.^n.l 


309.11.2 

309.11.3 

309.11.4 


F.ITccts  ol‘ ClassiUcation  ('lnm»:es  on  Status  of  the  Inciiinl^ents  (cont.) 

r7  (coin.) 


7) 

When 

all  permanent  incumbents  in 

the  class 

and  ( 

iepariment 

ha\e 

exercised  or  I'orfeiied  status,  elie 

ibles  on  1 

ists  for  th( 
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iiiLil  class  as 

, well 

as 

emploN 
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Lii'imeiu  PLiL 
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bred  sia 

ILLS  appointments  in  ih 

ic  second 

class  eiihc 

a-  be  c 

^eriifieation 

from 

llK 

•eiluinK 

: list  or  under  transfer 

nro\-is!on 

s of  the  fr 

■ansfei 

r Rule. 

Limitations  I lulei'  I his  Rule 


The  allocation  or  reallocation  of  a position  shall  not  adversely  affect  the  | 
civil  service  rights  of  an  occupant  legally  holding  such  a position  under 
permanent  appointment.  If  there  is  an  adwrsc  affect  on  the  ci\  il  scrx'icc 
riehts  of  an  occupant  leealL  holding  such  a position  under  permanent 

appoiiumeitt.  When  .i  p'-rit:/;;  — ho  reTrU-^eiC'!  :V.':v — r.  ^ ^ 

T - or L---. a ■ oi  :.  - . such  eiioeaiie’t 

or  reallocation  shall  be  effected  when  the  position  becomes  vacant  by 
reassignment  or  for  other  reason(s),  except  when  earlier  implementation  is 
approved  by  mutual  agreement  with  the  appropriate  recognized  employee 
organization.  Pending  such  reallocation,  the  incumbent  shall  continue  in 
the  position. 

Ln  administering  this  Ruletlt'v  abovo,  if  the  difference  between  the  salary 
ranges  of  the  former  class  and  the  new  class  is  more  than  4— r-.e\eii  o.nd 
one  hall'  ("':)  percent,  a significant  difference  in 

:osp(in^ihiiit\  i.ioJ  L' J h jilTcoh: — hp..^.  ■■■o.l.  shall  be  deemed  to 
existr.  and  status  shall  not  be  uranted  unless  anproNcd  b\  the  t i\  i!  Ser\  :.e 

t ’oinniissiLMi.  ; !tc  iL.  j .-.ro.:::  ■oT;;-.'  ih.'-:-  hvi!]  !—  Ir'sse  I'v 


An  emphuee  must  meet  the  mininuiiTi  qualillcation.s  for  tlie  position  in 

order  to  he  clieihle  for  status. 


Ihe  lluntan  Resources  [director  into  aN>es>  the  entphnecA  abilil\  to 

perforni  the  level  orduties  and  the  esseniiai  luneiions  of  the  eko^ 
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309.11 in  Tny-Lirv-:!  llighor  !>roniotiv^.ul-^iki^ 

■ ■ ‘ - ' ‘ - ■ - ■ ^ - - I . V . rrrrrT 

: u ...  ■ : K " : < : . - : i ^ i-  -i  . 

C'-.,..  \c  'W  I '•^.-  * 
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Sec.  309.12  Siuiation.s  Not  Snecificaliv  Addressed 

Siiuaiions  noi  specilicalh  addressed  iii  ihis  Article  will  be  rc^oivea  b\  me 

Human  Resources  Director  subject  to  ihe  approval  of  ihc  Ci\  il  J 

Commission. 

o 1 fu  - n..  - - ,1.  - n - . i.  ..  . . 
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Sec.  309.13 

Pr()l)ationarc  Period 

309.13.1 

Hmnlovees  who  are  appointed  On  status  in  tite  same 

department  shall  not 

be  required  to  eom.nleie  a new  probaiionarv  period. 

309.13.2 

Hmplo\ees  who  exercise  status  to  transfer  to  a new 

department  shall  be 

l^cuuilv\^  to  cornplclc  a probaiionarx  period. 

309.13.3  Hinplovces  ^^ho  ha^e  not  \et  coinploicd  the  nrobationar\  period  in  the 
class  SLibioci  to  reclassincatioii  shall  be  rcuuirod  to  comnlcic  the  remainder 
of  the  probaiionarv  period  in  iltc  new  class. 

See.  309.4-^14  j\r;rrir~ti i f -Release  fruni  a Probationary  Appointment  — 


o-anTa-jlv-  saiae.Hinplowes  required  lo  ser\e  a probalioiiar\ 

ncriod  as  a resuli  of  beifiu  aranicd  siaius  under  this  Rule  are  subject  to  the 

Ci\  il  Sei\  ice  Rules  on  release  from  the  piobaiioiuuA  period. 

Sec.  309.1 5 Ci\  il  Ser\  ice  Seniority 

Ci\il  Serx  iee  senioriix  for  cmnlo\  ees  uramed  status  under  CSC  Rule  309 

shall  be  carried  forward  and  calculated  from  the  date  of  eeitifiealion  in  ihe 

forincr  class  tirior  to  reeiassirieadon. 
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Rule  309 

Position  Classification  and  Related  Rules 
Article  III:  Temporary  Out-of-Class  Assignments 


Applicability:  Rule  309  shall  apply  to  all  classes  of  the  Uniformed  Ranks  of  the  San  Francisco  Fire 
Department.  1 io'.^ in  Artick'  11.  Wwl- 


Sec.  309.^1 6 Temporary  Out-of-Class  Assignments  - Policy  and  Definition  | 

309.^10.1  In  accordance  with  this  Rule,  an  appointing  officer  may  exercise  Charter  | 
authority  to  assign  an  employee  to  perform  any  of  the  duties  of  the 
department  to  which  appointed  and  to  make  any  temporary  out-of-class 
assignment  to  maintain  the  provision  of  any  public  service. 

309.^16.2  "Temporary  out-of-class  assignment"  means  the  assignment  of  an  | 
employee  without  change  in  class  to  perform  the  normal  day-to-day  duties 
and  responsibilities  of  another  class!  Heal  ion.  Records  of  such  temporary 
out-of-class  assignment  shall  be  placed  in  the  employee's  personnel  file. 
The  llunian  Rcsoiirccs  Director  shall  be  responsible  for  adminislcrinii  and 

makina  elTcctive  the  pmvision.s  of  this  Rale,  and  esiablishina  such 

administrative  controls  and  procediire.s  as  ma\  be  necc.s.sar\ . 

1)  "Temporary  out-of-class  assignment"  is  distinguished  from 
"temporary  appointment"  in  that  the  latter  ^hiehT-refers  to  an  appointment  | 
to  a differently  classified  position  in  accordance  with  Civil  Service 
appointment  provisions  and  in  accordance  with  budgetary  requirements. 

2)  "Temporary  out-of-class  assignment"  is  ■!  -s  r-  - distinguished  from  a | 

short  term  or  regular  assignment  of  a minor  portion  of  work  duties  which 
are  allocated  to  a different  class,  but  which  are  generally  related  to  the 
regular  duties  or  level  of  responsibility  of  the  employee's  current  class. 

3)  The  Human  Resources  Director  shall  be  responsible  for  administering 
and  making  effective  the  provisions  of  this  Rule,  and  establishing  such 
administrative  controls  and  procedures  as  may  be  necessary. 
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Sec.  309.^1 6 Temporary'  Out-of-Class  Assignments  - Policy  and  Definition  | 
(cont.) 

309.^16.2  (cont.) 

4)  Temporary  out-of-class  assignments  shall  not  be  made  when  an 
appointment  based  on  the  regularly  established  Rules  and  procedures  of 
the  Civil  Service  Commission  may  be  made.  Temporary  out-of-class 
assignments  may  be  approved  while  an  appointment  through  the 
established  procedures  is  pending. 

5)  When  a temporary  out-of-class  assignment  is  in  order,  selection  and 
retention  shall  be  at  the  discretion  of  the  appointing  officer  or  designee. 


CSC  Rules  - Volume  III  - SFFD 


309. 1 9 (Proposed  Amendment  XO  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


ippoiiiliii^ — 04A 


.,  u , .. 

,,  , , 

,.  :.K  .u  . , 

■‘*1  •' 

' 

■ u ^ 

, 1 . 

'V'.'y 

, ,1,, 

. , . < M, 

. ' ( 

: ..  : 

llnJina  pane!. — ! !v:  aac  o!'  ■ 'i'v 

'■I 1" 

a :j'~;a!l  pxTT^kiJc  iba  j l !' 

309.10 !^-ovi-ion-  -Then  Authori:-od  {uiint.f 

?v)9.10.3 — ■\ppv.i!  ( f .\pp[.iiTriT~-(->~ici}r':;  l^ucigion  (cont.) 

Aj ! !:^  — .;!:u!'  ji-n:-;-:  ;!u-_  . ::.  : rrr- 

p::'.  . ::  .!:■:!!  Jc:  :p;!L::'jd  b;.  ihc  Civil  S':  ',  -.Ci' ■ A:.:!!  ' .■ 

: . — aiVi-'iT^-  pcirv:^" — — :;pp-':Mi!:'_ — l : — -fr:^ 

pci'.\'n  be  3 by  the  Ciupiovco  oi'pani-'aiion:: : ;-mJ  ^ nc'pjr"'!: 

..!:a!!  be  doL:i^ii::Tlcd  bjr  -he  I {um^n  DircLior  •.-.lio  ^:!u:l! 

Liupl^y:;  ,>P44^  ! v.:v LI i' j ll:  a- W-v- 1 -v- :: h:: ! ' b:  :hc 

cIil::;-  c :!:c  piin  j. — 3.  p":::liLL  iih^dl  •icrxc  liiil:!  that  pci-Mjii  i;'  i'cplcicjJ  cr 

r::':p::.:. — l a:!-;  aiiii-v^ri-y  rlrid!  appoinl  cil  lJa^U  .'nj  a'lci'i.ui:  !.;r 

ia:  paa:l;7^- — ::!:al!  jaaalila::  :':c  Ci'.  :!' Sarvic-:  Conimi: aivaVa 

r---'r  a!:;!  vr--?' app-^-air^ 

v-jH':-:-''-'  a ■^-^n  .i  j' p}  ical ! ^ ■ i ■ o!  li^i  ' . aa' : . 

!-) r!a.  'Jc'-i;  ivii  . tl.,-  paa.l  ■ !.:.!!  'aui!  i:::!:.'.'  a n :'jy:^.  : !',  ;• 

r:conrii.'.cr::i:o:i  i.:'  i':: ;!H-'v'i\4  Saiv-iC'.  CarMuiia^ivii  oriicc 

bLiaii^O'),: Aiy-r^ p-H-r'-’n 

Joi'ab".!  - I'.a!!  1-.  p.'.  a-:,  .":3  ■'!•■•.  b!jb  :::  !■  a!a.  . 

^xccpl.  il'viK  dvci:  :-'!:  r!':!::  piai  J -'k  jj  ! !'-ar 

cvii-rTU-  vb.  a;:',  .'lu;'!  be  ■•:ya::'a3  k :'  i'ca'  ia  blji'ab.'a  jva-’-ap  ;••  j. 

!!’  ['icr:  ai'c  !c-v  ili::;:  b .'a  — ai  bij  a ::  .a = ^ r 

r:.-.:!'.'!  JjT^b'vV-r-: qao- ; : . -bTf'  bai  j.-aciirr:;' . : — f ..  i'a::  1- 

vi';  ihc  n: Jim T'l'ilij  V t :~,  .'I..:!!  la'^yaica  :'.  :'  . rj.  '.i  i,.:  a 

bcL.rin,  a be  a:'i-;nicb. 


CSC  Rules  - Volume  III  - SFFD 


309.20  (Proposed  Amendment  XO  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


1 — 1 imi>  l imit 


n ....... 

K'  C-p-iVai  li:C  di 

.K  . t'..  ..  t:..  i:..,.  ......  ■ 

1 ■'■'■''I'.-i. 

...  l.. 

c ii.v  . I'dv:  appe:-! 

Crio^anLC  FAclu^ii 


ai:  a;: i~c oiFcjr.  ihc  !acl  p:.:::!.  o:'  :hc  C:' 

Coinn-irfio!:  .'i:  l!::  in-^plcinciiiaiio-n  nnd  app'ic:!:!.-:: 

• !:■;!!  ovv — : =-^ = — prrccdiircr  pro\’ia;:^  ':cto4-v 

n.-i  j ■ 


CSC  Rules  - Volume  HI  - SFFD 


309.21  (Proposed  Amendment  XO  - 8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Rule  409 

Position  Classification  and  Related  Rules 


Applicability: 

The  Provisions  of  Rule  409  shall  apply  to  all  MTA  Service  Critical  classes. 

Article  1:  Authority 

Sec.  409.1 

Authority 

Sec.  409.2 

Notice  and  Appeals 

Article  11:  Definitions 

Sec.  409.3 

Definitions 

Article  III:  Classification 

Sec.  409.4 

Classification  of  Positions 

Sec.  409.5 

Class  Series  and  Sendee 

Sec.  409.6 

Class  Specifications 

Sec.  409.7 

Official  Copy 

Sec.  409.8 

Administration  of  the  Classification  Plan 

Article  IV:  Status 

Sec.  409.9 

General  Principles 

Sec.  409.10 

Effects  of  Classification  on  the  Status  of  Incumbents 

Sec.  409.11 

Limitations  Lnder  This  Rule 

Sec.  409.12 

Situations  Not  Specifically  Addressed 

Sec.  409.13 

ProbationarN  Period 

Sec.  409.14 

Release  From  A Probationar^  Appointment 

Sec.  409.15 

Civil  Serv  ice  Seniority 

Sec.  409.16 

Article  V:  Temporary  Out-of-Class  Assignments 

Temporary  Out-of-Class  Assienments-  Policy  and  Definitions 

Implementation  of  Pay  Previsions  nhon  .Vuthorized 
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Applicability: 
Sec.  409.1 

409.1.1 

409.1.2 


409.1.3 


409.1.4 

409.1.5 


Rule  409 

Position  Classification  and  Related  Rules 

Article  I:  Classification  Authority 

The  Provisions  of  Rule  409  shall  apply  to  all  MTA  Service  Critical  classes. 
Authority 


As  provided  under  the  Charter  Section  8.A.104  of  tlte  Cit\  and  Coiinu  of 

San  Francisco,  the  M TA  Dirccior  of  Transpoflalion/Dcsicnec  shall  ha\  c 

ihc  duty  and  authority  to  establish  a system  of  job  classificaiion  and  lo 

allocale  each  position  to  a job  class.  _ 

The  MTA  Dirccior  of  Transporlation/Dosimiec  shall  ha\c  the 

responsibility  and  aiuhoritv  lo  allocate  new  positions  to  a class  based  on 

the  IcN'cl  and  tvpe  of  assiuned  duties  as  applicable  under  this  Rule.  Groups 
of  positions  form  a class  when  it  is  determined  bv  the  Ml'A  Director  of 

ITan.sportation/Desienee  the  duties  are  at  the  same  level  oF  responsibility 

and  authority. 


The  MTA  Director  of  rransportation/Desimiee.  when  noli  lied  of  a 

siiinificanl  change  in  duties,  shall  analyze  positions.  When,  in  the 

iudement  of  the  MTA  Director  of  Transpoitation/Desicnee.  it  is 

determined  through  a job  analysis  that  the  level  and/or  function  of  the 

assiuned  responsibilities  have  changed  sianificantlv  and  are  no  lonuer 

consistent  with  the  e.xistinii  class,  the  position  mav  be  reclassified. 

When  appropriate  to  the  classification  plan,  'fhe  MTA  Director  of 

Transportation/Desience  may  chance  the  title  and/or  number  of  a class 

yyithout  alTectina  the  classillcation  of  the  position  or  the  status  of 

incumbents. 


ITe  M'FA  Director  of  Transportation/Desience  ma\  amend  class 

specifications  as  necessary  to  reflect  the  major  duties  of  positions  within 

the  class  and  the  job  related  knowledge,  skills  and  abilities  necessar\  to 

perform  the  functions  of  the  class. 
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See.  409.1 

AuthoritA  (cont.) 

409.1.6 

The  MT.\  Director  of  rransponation'Desienee  mav  make  chanaes  to  the 

classification  plan  includina  creatine  new  classes,  abolishina. 

consolidaiina  or  amendina  classes  consistent  with  the  classification  plan. 

409.1." 

fhe  decision  of  the  'SWA  Director  of  TransDonaiion/Desianee  reaardina 

classification  matters  includina  the  authoritv  to  detennine  the  status  of  an 

emnloN  ee.  shall  be  final  unless  annealed  to  the  Civil  Serxice  Commission. 

409.1.8 

The  prox  isions  of  .Aiiicle  I.  Rule  409  shall  onlv  be  superceded  bx'  an 

amendment  to  the  Chaiier  of  the  Citx  and  Counw  of  San  Francisco,  and 

then  onh'  to  the  extent  required  bx  the  amendment  xxith  the  remainina 

provisions  continuina  in  full  force  and  effect. 

Sec  409.2 

Notice  and  Appeals 

409.^2J 

Any  employee,  employee  representative  or  appointing  officer  affected 

by  ^classification  action  or  status  gram  under  this  mlc  mav  appeal  the 
action  to  the  Civil  Service  Commission.  The  appeal  shall  be  in  wTitina. 
Stalina  the  basis  on  which  the  appeal  is  based  and  shall  be  in  accordance 


with  the  procedures  established  by  the  Executive  Officer  of  the  Civil 

Serxice  Commission. 

409.2.2 

Proposed  ehanaes  in  classification  and  or  status  of  incumbents  xxith 

existina  status  riahts  sliall  be  posted  for  sex  en  ( 7 ) calendar  dax  s and  shall 

become  effective  on  the  eiahth  ('S"’)  calendar  dax  folloxxina  the  postina 

date,  xxith  the  folloxxina  exception. 

409.2.3 

Protests  shall  be  submitted  to  the  MTA  Director  of  i'ransponation'Desianee 

prior  to  the  end  of  the  postina  period. 

409.2.4 

The  decision  of  the  MTA  Director  of  Transportation/Desianee  is 

appealable  to  the  Civil  Serx  ice  Commission.  The  decision  of  the  Cix  il 

Service  Commission  shall  be  final  and  not  subiect  to  reconsideration. 
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Applicability: 
Sec.  409.3 

409.3.1 

409.3.2 

409.3.3 

409.3.4 

409.3.5 

409.3.6 


Rule  409 

Position  Classification  and  Related  Rules 


Article  II:  Definitions 

The  Provisions  of  Rule  409  shall  apply  to  all  MTA  service  Critical  classes. 
Definitions 


Job  Code 

The  tcnn  "job  code"  is  u.scd  within  the  Human  Resources  classificaiion 

system  interchamieablv  with  the  Civil  Service/Chailcr  term  "class"  or 

"classification." 


Position 


The  duties  and  responsibilities  assigned  bv  an  .Appoinlina  Olllcer  to  be 

performed  bv  an  employee. 

Classification  Svstem 


.A.n  organized  process  of  anah  zine  positions  bv  the  diftereni  types  and 

le\cls  of  work  performed  b\  similar  positions  within  a broad  conceptual 

framework  under  common  job  titles. 


Classification  Plan 


The  overall  s\  stem  or  plan  that  encompasses  all  classes. 

Class/Classification 


Groups  of  positions  determined  to  have  common  functions,  levels  of 

responsibility  and  requiring  common  knowledge  abilities  and  skills. 

Class  -Series 

.\  croup  of  direeih  related  classes  within  a job  family  which  yar\-  in  le\  el 

and  .scope  of  responsibility. 
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Sc( 


:■  409.3 
40^).3.7 


4()*).3.S 


409.3.9 


409.3.10 


409.3.1 1 


409.3.12 


409.3.13 


409.2.14 


409.2.15 


Definitions  (cont.) 

Position  Description 

A position  description  ucncrallv  describes  the  functions  of  a position  but 

rna\  not  be  all  inclusive  or  specific  to  particular  position. 

C lass  Specifications 

A wrillon  delineation  of  the  levels  of  duties  and  essential  functions  of  a 

class. 

■Alloeation/Classification 

flic  process  of  analv/iiiii  a position  and  desimialiim  it  to  the  appropriate 

class. 

Reallocation/Reclassification 

Dcsienatinu  cxisline  positions  to  a different  class. 

Consolidation 

I'he  coinbiniim  oflhe  duiics  of  two  or  more  classes  iiiio  one  class. 

Amendment 

The  formal  revision  of  the  class  specifications  for  an  e.xistiim  class. 

Retitling 

Chancing  the  name  (title)  of  an  existing  class. 

Abolishment 

The  elimination  of  a class  from  the  classillcalion  plan. 

Status 

Status  is  the  granting  to  an  employee  pennancnl  Ci\  il  Service  standing  to 

a specific  class.  Status  is  granted  to  a class  and  not  to  a specific  position 

in  a class. 
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Sec.  409.3  Definitions  (cont.) 

409.3.16  Temporary  Out  of  Class  Assignment 

The  assijjmnent  of  an  employee  who  has  permanent  Ci\'il  Scn  icc  Siaius 

in  a class  to  perfoim  normal  dav  to  dav  responsibility  and  duiics  of  another 

class  on  a temporai'v  basis,  and  withoui  a change  in  class. 

409.3.17  Appeal 

A request  to  the  Civil  Ser\'ice  Commission  to  reconsider  the  dcci^ion  of 

the  MTA  Director  of  Transportaiion/Pesi<2nee. 
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Rule  409 

Position  Classification  and  Related  Rules 

Article  4-111;  Classification 


Applicability:  The  Provisions  of  Rule  409  shall  apply  to  all  MTA  Service  Critical  classes. 

Sec.  409.44  Classification  of  Positions 

Each  position  in  the  classified  service  shall  be  classified  by  the  MTA 
Director  of  Transportation/Designee  and  allocated  to  the  appropriate  class 
in  accordance  with  the  level,  scope  and  occupational  concept 
ei:!:;.  ■ rcvpce^f'ilily  of  the  assigned  duties. 


Sec.  409.  j-5  Class  Series  and  Service 


All  classes  directly  related  within  a iob  fainilv  involving  the  same  kind  of 

-scope  of  responsibility. 


work,  but  differing  as  to  i 
shall  be  assembled  into  the  same  series. 
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City  and  County  of  San  Francisco 
Sec.  409.:^  Class  Specification 

409.5-6.1  The  class  specification  shall  be  the  official  description  oF  ihc  class. 


T'  du'i  ' '1 

:alion  Plan,  i'h 

c "Si^gcirication-i.  in  uddiliori  lo 

,1, , ' ' ■''' 

..  LI 

.1 

rr— -rr-r-rif~TTrTt7TT 

- "LT"' ' i-  “•  ■ 

- 1 ^ - 

,.1'  ^ 


409.6.2  The  class  specification-  shall  be  descriptive  of  the  class  and  rrkr^Care  not 
^ considered  as  a restriction  on  the  assignment  of  duties  not  specifically 
listed.  'Micv  are-Thc  class  spccincaiioiis  arc  intended  to  indicate  the  kind 
of  positions  that  should  be  allocated  to  a class  and  shall  not  be  construed 
as  describing  the  exact  duties  and  responsibilities  of  each  individual 
position  allocated  to  the  class.  The  iipiMiniii-u  orncer  -M  l A Director  of 
Transportation  Dcsi cnee  has  the  authority  to  assign  an  employee  to 
perform  work  provided  that  it  is  consistent  with  the  ki™  t\  re  of  duties  and 
level  of  responsibility  of  the  employee's  class,  although  r:'l.  any.  not 
specifically  described  in  the  class  specification. 


Sec.  409.47  Official  Copy 


The  MTA  Director  of  Transportation/Designee  shall  maintain  an  accurate 
and  completed  copy  of  the  Classification  Plan  to  be  designated  as  | 

the  "Official  Copy."  A copy  of  the  report  will  be  forwarded  to  the  City’s 
Human  Resources  Director.  All  changes  in  allocation  or  reallocation  of 
positions  to  classes  or  amendment  of  classifications  shall  be  recorded  in 
the  "Official  Copy"  of  the  Position  Classification  Plan.  The  "Official 
Copy"  of  the  Position  Classification  Plan  shall  be  open  for  public 
inspection. 

Sec.  409.5S  Administration  of  the  Classification  Plan  I 


409.58.1  The  MTA  Director  of  Transportation/Designee  shall  analv/c 

positions  and/or  classifications  or  groups  af 

po:Ti::n-i  whenever  the  MTA  Director  of  Transportation/Designee  deems 
it  necessary .T  ..  r y :: 


409.58.2  Upon  request  of  the  MTA  Director  of  Transportation/Designee,  the  MTA  | 
departments,  bureaus  or  operating  divisions  shall  furnish  detailed 
information  relative  to  the  duties  and  responsibilities  or  work  assignments 
of  positions  under  the  appointing  officer's  jurisdiction.  Each  MTA 
department,  bureau  or  operating  division  shall  notify  MTA  Director  of 
Transportation/Designee  of  significant  changes  in  duties,  responsibilities, 
or  work  assignments.-orpo::iic::,'  iiiKicr  IT.  i j-  !:cr  iuiT'uTiioi:.  | 
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Sec.  409.8  Administration  of  the  Classification  Plan  (cont.) 

409.^S.^3  The  MTA  Director  of  Transportation/Designee  shall  annually  submit  a | 
classification  report  to  the  Civil  Service  Commission  in  compliance  with 
Charter  Section  A8.104. 


CSC  Rules  - Volume  IV  - MTA  Service  Critical 

409.9 


(Proposed  Amendment  XO  8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Rule  409 

Position  Classification  and  Related  Rules 
Article  I44IV:  Status  Rights 

Applicability;  The  Provisions  of  Rule  409  shall  apply  to  all  MTA  Service  Critical  classes. 

Sec.  409.-9  General  Principles 

Status  in  the  City  and  County  service  is  the  or  \\liicM  iw) 

cc  h::D  to  pcrlbi  i'iT'Cvn.::::  uraniiriii  lo  an  cmpkncc  pcnriancnl 

C1\  il  Service  standiim  within  a spec! lie  class  to  an  cmploNCC.  This 

righte  stems  from  the  examination  in  which  the  employee  qualified  and/or 
the  appointment  received,  and  the  duties  performed  as  indicated  on  official 
records.  The  class  specification  or  duties  statement  in  existence  at  the 
time  for  the  examination  and/or  appointment  is  a basic  reference  document 
in  determining  status  in  a class.  An  employee  has  ri^T'-r-siaiLis  TT^in  a 
in  :■  class,  but  not  to  a particular  position  within  such  class.  The 
appointing  officer  has  very  broad  discretion  in  reassigning  an  employee 
from  one  position  to  another  position  in  the  same  class. 


In  cases  where  status  is  involved,  the  MTA  Director  of 
Transportation/Designee  shall  be  responsible  for  the  determination  of 
pstatusf  i-i"h~-of  apLemployeer-  and  or  an  eligibler-.T  and  :ha!i  by 


Sec.  409.10  Fffect.s  of  Clas.sification  Chnnge.s  on  the  Status  of  Incumbents 


409.10.1  Cla.ss  Consolidation 


When  tlie  duties  of  two  or  more  classes  arc  combined  into  one  new. 

existing  or  amended  class,  and  if  anv  ofthe  classes  involved  are  abolished: 

an  employee  who  has  permanent  Civil  Ser\'ice  status  within  the  abolished 

class  is  granted  status  to  the  new,  existing  or  amended  class,  stibiect  lo  the 

limitations  of  this  Rule.  _ 
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Sec.  409.10  KflVcts  of  Classification  Changes  on  Status  of  the  Incumbents 

400.10.2  l)i\  ision  of  One  C lass  Into  r>>o  or  More  Classes 


When  a class  is  divided  into  two  or  more  classes,  an  emplo\ce  who  has 

permanent  Ci\  il  Sci'\  ice  status  within  the  class  which  is  divided  is  granted 

status  to  the  new  class  which  retlects  the  primar\  responsibility  of  the 

emploNces.  The  determination  of  which  class  relleets  an  employee's 

primai'N  responsibilities  is  made  bv  the  MTA  Director  of 

Transportation-Designee. 


409.10.3  I'pn  ard  l■veclassi^lcati()n 

When  a position  occupied  bv  employee  with  permanent  Ci\il  Serxice 

status  is  upward  reclassified,  the  emploxee  is  gi\'en  status  in  the  new. 

e.xisting  or  amended  class  subject  to  the  limitations  provided  in  this  Rule. 

409.10.4  Lateral  Reclassification 


When  a position  occupied  bv  employee  with  pemianent  Civil  Serxiee 

status  is  laterally  reclassified,  the  emplo\ee  is  given  status  in  the  new. 

existing  or  amended  class. 


409.10.5  Don  nA\  ard  Reclassification 


1)  Subject  to  the  limitations  under  Sec.  409.11  of  this  Rule,  when  a 

position  occupied  bv  employee  with  permanent  Ci\H  Service  status  is 

downwardh  reclassified,  the  employee  mav: 


a)  accept  the  downward  reclassification:  or 

b)  reassign  to  a vacant  position  in  the  same  class  and  department:  or 

c)  request  transfer  to  a \acant  position  within  the  same  class  ci tv- 

wide: or 

d)  reinstate  to  a vacancy  within  the  department  or  CitN  wide  class 

held  bv  the  emplo\-ec  prior  to  the  downward  reclassification:  or 

c)  accept  the  position  as  downwardly  reclassifted  with  reinstatement 

rights  to  the  next  available  Citv  wide  ^acancv  in  the  class  held  b\  the 

emploxee  prior  to  the  downward  reclassincation:  or 

f)  exercise  Civil  Service  la\  olTrighi>. 
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409.10,5  Dfmnnard  Reclassification  (cont.) 

If  under  a downward  classiricalion  of  position,  the  employ  ee  elects  lo 

accept  the  downward  reclassification  with  rciiistatemcni  riiihis.  the 

employee  must  aecept  the  first  available  position.  If  no  position  becomes 

available  with  one  year  from  the  effective  date  of  the  action,  all  status  to 

the  previous  classification  is  forfeited,  however,  an  extension  ma\  be 

granted  as  follows: 

^ fhe  MTA  Director  of  Transportation-Designee  mav  grant  an 

extension  for  classifications  exelusixe  to  the  Municipal 

rransportation  Agency:  or 

b)  The  City's  Human  Resources  Direetor  mav  grant  an  extension  for 

City  wide  classifications. 


409.10.6  Renunibered  or  Retitied  Classes 


When  classes  are  renumbered  or  retitled,  or  when  the  class  description  has 

been  changed  to  more  accurateh  describe  the  duties  actiialh  being 

performed,  all  employees  with  oermanenl  status  in  the  former  class  shall 

have  continued  permanent  status  in  the  renumbered  or  retitled  class. 

Eligibles  on  a list  in  the  former  class  shall  continue  as  eligibles  on  the 

renumbered  or  retitied  class. 
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Soo.  Stntiir  Fnder  Diffi-rent  Sit 


409.4-4-105-J  In  each  of  the  above  situations,  the  following  shall  apply:  | 

1)  Adi  permanent  employees  in  positions  in  the  former  class  I 

have  been  reallocated  to  a new  class,  are  granted  status  in  positions  in  the  | 
new  class  as  of  the  effective  date  of  the  amendment  to  the  Annual  Salary 
Ordinance  establishing  such  positions  in  the  new  class.T  | 

2)  Trhe  remaining  employees  in  the  same  former  class  and  in  the  same  | 
department  are  granted  rights  to  assignment  to  positions  in  the  new  classes 
as  vacancies  occur  according  to  seniority  standing  in  the  depaitmentr  [ 

3)  Pfermanent  employees  occupying  positions  in  the  same  former  class  in  | 

other  departments  are  granted  the  right  to  transfer  to  positions  in  the  new- 
class  or  classes  as  vacancies  occur.  Such  requests  for  transfer  shall  be 
governed  by  the  provisions  of  the  these  Rules  governing  appointment  by 
transferor  I 
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See.  409.10  Effects  of  Classification  Chan<ies  on  Status  of  the  Incuml^ents  (cont.)  | 

409.10.7  Implementation  of  Status  (cont.) 

4)  Wlieii  status  has  been  granted,  all  pcmiancnt  employees  in  posi lions  in 

the  former  class  that  has  been  reclassified  to  another  class,  are  Liranlcd 

status  in  positions. 

5)  An  employee  nho  is  eranied  status  must  exercise  those  riehts  to  the 

second  class  as  soon  as  a position  becomes  available,  within  one  ( 1 ) \ ear 

Ifom  the  effective  date  of  the  aniendmeni  to  the  Annual  Salar\'  Ordinance 

unless  an  extension  is  eranted  bv  the  Human  Resources  Direetoi'.  If  status 

is  not  exercised  within  the  time  limit  or  if  the  employee  refuses  an  offer  of 

a status  appointment,  then,  status  is  Ibrleited. 

6)  An  employee  who  does  not  exercise  status  as  pro\  ided  abo\  e mav 

continue  in  the  oriainal  position  until  such  time  as  the  reclassified  position 

is  niled  and  the  original  ineuinbent  is  replaced  b^•  another  employee  who 

has  status  in  the  class  or  bv  an  eliaible  from  a Civil  Service  list. 


7)  When  all  permanent  incumbents  in  the  class  and  department  have 

exercised  or  forfeited  status,  cliuiblcs  on  lists  for  the  original  class  as  well 

as  elnplo^ees  in  the  same  original  class  in  another  departmeiit  iTia\  be 

offered  status  apDoiniincnts  in  the  second  class  either  b\  cenineation  from 

the  eligible  list  or  under  transfer  prox’isions  of  the  rransfer  Rule- 


Sec.  409.1 1 Limitations  Under  this  Rule 


409.^1 1.1  The  allocation  or  reallocation  of  a position  shall  not  adversely  affect  the  | 
civil  service  rights  of  an  occupant  legally  holding  such  a position  under 
permanent  appointment.  If  there  is  an  ad\erse  affect  on  the  ci\  il  ser\-ice 
riahts  of  an  occupant  leaallv  holdina  such  a position  under  permaneni 

appointment,  such  allocation  or  reallocation  shall  be  effective  when  the 
position  becomes  vacant  by  reassignment  or  for  other  reason(s),  except 
when  earlier  implementation  is  approved  by  mutual  agreement  with  the 
appropriate  recognized  employee  organization.  Pending  such  reallocation, 
the  incumbent  shall  continue  in  the  position. 
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Soc.  409.1  1 1 .imitations  llncku-  this  Rule  (cont.) 


409.441 1.2  In  administering  this  Rule  the  abo\  o.  if  the  difference  between  the  salary 
ranges  of  the  former  class  and  the  new  class  is  more  than  4-.^-  seven  and 
one  hair  (7/2)  percent,  a significant  difference  in  the  scope  of 
|•esl:)onsihilitv  Icind  3::J  Ic'.  el  o!' dinieult'.'  of  the  -iVorK  shall  be  deemed  to 
exist -and  status  shall  not  he  granted  unless  appaned  b\’  the  Civil  Ser\-iee 

Commission,  d'he  fve-pereent  sahry  jhclo:'  shall  be  meenured  frem  the 


409.11.3 


409.11.4 


An  employee  must  meet  the  minimum  qualillcations  for  the  position  in 

order  to  be  eligible  for  status. 

rhe  M FA  Director  of  rransportation/Desienee  mav  assess  the  employee's 

ability  to  perform  level  of  duties  and  the  essential  functions  ofthe  class. 


See.  !09.14r — ^ 


ri, 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


hoi>  Appointoo  Not  Ai  ailnhlo  for  Status  Assignniont 


<nn  ">n  c oi C 


•Sec.  100.21  orRuiir  !00  .n-y  Jo:!  by  u joilectivtj 


■ u.^n 


Sec.  409.12  Situations  jNot  Specificaih  Addressed 

Situations  not  speciricallv  addressed  in  this  Ariiclc  will  be  rcsoKcd  b\  the 

Ml'A  Director  of  Transportation  Dcsiance  subject  to  the  approx  al  of  the 

Civil  Service  Commission. 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


Sec.  409.13  Probationary  Period 

409.13.1.  E mplovees  who  arc  appointed  by  status  in  the  same  dopai-lmcnt/aucncv 
shall  not  be  required  to  complete  a new  probationary  period. 

409.13.2  Eniplo  vecs  who  exercise  status  to  Iranslef  to  a new  Cilv-widc  dcparlmcnl 
shall  be  required  to  complete  a probationar\  period. 


409.13.3  Employees  who  have  not  vet  completed  the  probationan  period  in  the 
class  subject  to  reclassification  shall  be  required  to  complete  the  remainder 

of  the  probationary  period  in  the  new  class. 


^409.4^^14  TernHn:Vt4-?^ 


-Release 


from  a Probationary  Appointment  -e-r 


V/hen  a pcrnian:;.:  ciop!o>  cc  ia  a ramver  Civh. Service  has  cverei:]:;! 

ihc  right  10  ui'lhc  n:v.  iVc:-  :!■:  lErmcr  cIoj: 

by  imnslc:-.  and  ihc  prcbalicma:-}  ■appoinmioni  i-  icr:r.ina!cd  by  th: 

appcinliiig  ofncci-.  the  cniplcycc’s  !va;:sic,!aiicr;;  shall  be  ^ovcnicb  b;.  ibc 

provicions  oTthi^  section  the  ii:  [he  same  manner  an  if  ihe  employee  had 

\ olunlariiv'' ••^^cn^s4-C'd-£aTTi€-.Emplovees  appointed  bv  status  and  ser\'ine  a 
probationary  period  are  siibiect  to  the  Civil  Service  Rules  on  release  from 

the  probationary  period. 

Sec.  409.15  Civil  Service  Seniority 

Ci\  il  Service  seniority  for  employees  uranted  status  under  CSC  Rule  409 

shall  carried  forward  and  be  calculated  from  the  date  of  certincalion  in  the 
lormer  class  prior  to  reclassincation. 
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(Proposed  Amendment  XO  8/00) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Rule  409 

Position  Classification  and  Related  Rules 
Article  44V:  Temporary  Out-of-Class  Assignments 


Applicability:  The  Provisions  of  Rule  409  shall  apply  to  all  MTA  Service  Critical  classes. 

Sec.  409.^16  Temporary  Out-of-Class  Assignments  - Policy  and  Definition  | 

409.-16.1  In  accordance  with  this  Rule,  an  appointing  officer  may  exercise  Charter  | 
authority  to  assign  an  employee  to  perform  any  of  the  duties  of  the 
department  Aucdcn  to  which  appointed  and  to  make  any  temporary  out-of-  | 
class  assignment  to  maintain  the  provision  of  any  public  service. 

409.^16.2  "Temporary  out-of-class  assignment"  means  the  assignment  of  an  | 
employee  without  change  in  class  to  perform  the  normal  day-to-day  duties 
and  responsibilities  of  another  classificntion.  Records  of  such  temporary 
out-of-class  assignment  shall  be  placed  in  the  employee's  personnel  file. 
The  MTA  Director  of  Transportation/Designee  shall  be  responsible  for 
adminisleiine  and  making  elTeetiNe  the  provisions  of  ihis  Rule,  and 


establishing 

such  administrali\c 

controls  and  procedures  as  mav  be 

ncccssan . 

rhe  decisions  ofthe  M l 

A Director  of  Transnonation  Designee 

shall  be  suhieci  to  appeal  to  ihe  Ci\  il  Sen  ice  Commission. 

1)  "Temporary  out-of-class  assignment"  is  distinguished  from 
"temporary  appointment"  in  that  the  laiier  v,hie!'.  refers  to  an  appointment  | 
to  a differently  classified  position  in  accordance  with  Civil  Service 
appointment  provisions  and  in  accordance  with  budgetary  requirements. 

2)  "Temporary  out-of-class  assignment"  is  -fLii  driei-distinguished  from  a | 
short  term  or  regular  assignment  of  a minor  portion  of  work  duties  which 
are  allocated  to  a different  class,  but  which  are  generally  related  to  the 
regular  duties  or  level  of  responsibility  of  the  employee's  current  class. 

3)  The  MTA  Director  of  Transportation/Designee  shall  be  responsible 
for  administering  and  making  effective  the  provisions  of  this  Rule,  and 
establishing  such  administrative  controls  and  procedures  as  may  be 
necessary. 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


Sec.  409.^16  Temporary  Out-of-Class  Assignments  - Policy  and  Definition  (cont.)  | 
409.^16.2  (cont.)  | 


4)  Temporary  out-of-class  assignments  shall  not  be  made  when  an 
appointment  based  on  the  regularly  established  Rules  and  procedures  of 
the  Civil  Service  Commission  may  be  made.  Temporary  out-of-class 
assignments  may  be  approved  while  an  appointment  through  the 
established  procedures  is  pending. 

5)  When  a temporary  out-of-class  assignment  is  in  order  wiiliin  MTA, 
selection  and  retention  shall  be  at  the  discretion  of  the  apj^'inting  . iTL-cr 

cr  lVIT.A  Director  or  rransporlalion'Dcsi since. 


«ao  t n 1 


409.10.3 — Appeal  of  Appointing  Orficor'-  Dcciiilon 

H — Ofr:pv;t€ — ccnccraing — erri — — Aliccr'- — 

and  of  thi:  . e.li.  n . ’-i!! 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


4^ l-'Fr^-'jTTi'ci-iion  ofiho  appointinc:  otViCT:''!'  C'l-  dcuiiinoc}  hiliCilMv^  Inial  ui-.! 


{iiai  ooc 

1 ■'  ociiii 

i^ion  1:1  appoaljc 

VO  crncor  I'lT'l 

i la  writing  wiihii. 

un  .1,  ^ ,p.: 

PI  1 
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'r'*  ^ .u: 

Oi  l:iC 

■ u r ' 
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Civil  Service  Commission 


inn  1 n i 

Grievance 

vn  il.c  i:np!c:n€n: ation  end  app!!c-uv:  of 

- --  ..  !_  ,.r,.-rTv^u  i 
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jCiviL  Service  Commission 
City  and  County  of  ^an  Francisco 


|'<2o 

ADRIENNE  PON 
PRESIDENT 


Date: 

To: 


Rosabella  Safont 
Vice  President 


^MEMORANDUM 
CSC  NO.  2000-15 

November  9,  2000 

Department  Heads 
Departmental  Personnel  Officers 
Employee  Organization  Representatives 


Donald  a.  Casper 
Commissioner 


From: 


Kate  Favetti 
Executive  Officer 


>•  r:LPT 

'"'OV  1 If  20C0 

FRANCISCO 
' LIBRARY 


Morgan  R.  Gorrono 
Commissioner 


Subject: 


Notice  of  Posting  of  Proposed  Amendments  to  Civil  Service 
Commission  Rules  - Rule  11  Series  - Veterans  Preference 


Kate  Favetti 
Executive  Officer 


The  Civil  Service  Commission  acted  on  November  6,  2000  to  post  proposed 
amendments  to  Civil  Service  Commission  Rules  - Rule  1 1 Series  - Veterans 
Preference  for  meet  and  confer. 


As  a result  of  recent  State  Legislative  action,  there  has  been  a review  of  the 
existing  Civil  Service  Commission  Rules  on  Veterans  Preference.  The  proposed 
amendments  (copy  attached)  comply  with  current  State  and  Federal  Laws. 

Requests  to  meet  and  confer  by  recognized  employee  organizations  or  requests  to 
consult  by  other  parties  on  these  proposed  Rules  changes  must  be  submitted  in 
writing  to: 


Gene  D.  Rucker,  Commission  Labor  Negotiator 
Civil  Service  Commission 
25  Van  Ness  Avenue,  Suite  720 
San  Francisco,  CA  94102 

Requests  may  be  sent  by  fax  to  (415)  252-3260.  Mailed  or  faxed  requests  to 
meet  must  include  the  name  and  telephone  number  of  a contact  person  and  must 
be  received  no  later  than  5:00  p.m.,  Thursday,  November  30,  2000.  Should  any 
recognized  employee  organization  or  other  party  fail  to  request  meet  and  confer 
or  consultation  on  the  proposed  amendment  by  5:00  p.m.,  Thursday,  November 
30,  2000,  such  failure  shall  be  deemed  an  unequivocal  waiver  of  the  right  to  meet 
and  confer  or  consultation;  and,  the  proposed  amendment  to  the  Rule  1 1 Series  - 


25  Van  Ness  avenue.  Suite  720  • San  Francisco,  CA  94102-6033  • (415)  252-3247  • Fax  (415)  252-3260  • www.ci.sf.ca.us/civil_service 
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Veterans  Preference  will  proceed  to  be  finalized  and  adopted  without  further  notice. 
Rule  1 1 Series  includes  the  following  Rules; 


Rule  111;  Miseellaneous  Employee  Classes 

Rule  211;  All  Classes,  Uniformed  Ranks  of  the  San  Franeisco  Poliee 
Department 

Rule  311;  All  Classes,  Uniformed  Ranks  of  the  San  Franciseo  Fire 
Department 

Rule  411;  Municipal  Transportation  Agency,  Service-Critical  Classes 


In  the  event  that  impasse  is  reached  on  the  proposed  Rules  changes,  the  Commission  will 
follow  the  impasse  procedure  of  the  Meyers-Milias-Brown  Act,  California  Government 
Code  Section  3505.2  - Mediation,  which  provides  that:  “If  after  a reasonable  period  of 
time,  representatives  of  the  publie  agency  and  the  recognized  employee  organization  fail 
to  reach  agreement,  the  public  agency  and  the  recognized  employee  organization  or 
recognized  employee  organizations  together  may  agree  upon  the  appointment  of  a 
mediator  mutually  agreeable  to  the  parties.  If  the  parties  agree  to  mediation  the  cost  of 
mediation  shall  be  divided  one-half  to  the  public  agency  and  one-half  to  the  recognized 
employee  organization  or  reeognized  employee  organizations.” 

If  there  are  any  questions,  contaet  Gene  Rucker,  Civil  Serviee  Commission  Labor 
Negotiator  at  (415)  252-3239. 


Sineerely, 


CIVIL  SERVICE  COMMISSION 


KATE  FAVETTI 
Executive  Officer 


cc;  Adrienne  Pon,  President 

Rosabella  Safont,  Viee  President 

Donald  A.  Casper,  Commissioner 

Morgan  R.  Gorrono,  Commissioner 

Andrea  R.  Gourdine,  Human  Resources  Director 

Linda  Ross,  Chief  Labor  Attorney 

April  Madison-Ramsey,  Labor  Attorney 

Gene  Rucker,  Civil  Service  Commission 

Anita  Sanchez,  Civil  Service  Commission 


City  and  County  of  San  Francisco 


Civil  Serv’ice  Commission 


Rule  111-011  Series 
Examinations 

Article  III;  Veterans  Preference  in  Examinations 

Rule  111,211,311  aud411 


lnee)rj>eriir+Rg4V)i  i>uh-Quh  tet^eetteiv-tST?^24--fHlfH4K‘--(-tvi  V 'tirnmissiHn-Ruk^ 
p»rsucHil-te-feHiieF-GlKfr4er-Set.'HOH  8/320-4-4HveFpefafiii^^eFmei^(^4iai4^y-PEtH4sk>i-i 
( i-  H ioi  i-G — Nove  mbs?  W!  eel  i iv) 


Rule  Oil  Series  is  applicable  to  employees  in  all  Civil  Service  Classes 


Sec.l  1 1 .36  Definition  of  Veteran  for  Ptii  poses  of  Entitlement  Under  Tliis  Rule 

For  nurnoses  of  this  Rule,  the  term  ''veteran"  shall  mean  any  person  who 

lias  been  niiistercd  into  ql  ejlliMed in any  Jiranch  of  the.  United  , Stales 

arnicjL  foi'ccs  and  who  has  sci  vcd  on  active  duty  and  who  has  been 
re  1 ecased_IroiTKacrivd^^^^  conditions  other  tlran_dL§iionorable.  Such 

ciualify  an  individual  for  yeteiain  status  under  tlvis,RLde  wlicn 
SLLch  service  shall  lune  been  for  thiity  For  (30)  days  or  inorc  durin 

period__or_Sentember  16.  1940.  throiiuh  January  31,  1955.  or  after  January 
It  l^-^^S,  if  such  service  shall  have  been  for  at  least  1 8 1 conseailiye  days 
i.n  tj lire  of  war  or  peace  in  a campaign  or  exped ilion  for  service  in  w hich  a 
meclaj  h as_b_een__aii t hmi^dJiy_JjLe.RQvemnLenl  oLiheijiiited  States.  The 
definition  of  the  term  •'vetcraif  as  used  in  this  Rule  shall  not  include 
resen  c service. 

Sec.  11 1.37  Definition  of  Disabled  Veteran  for  Piirnoses  of  Entitlement  Under 
This  Rule 


1 1 1.37.1  For  Purposcs_oF_this_ Rule,  the  temi  “disabled  veteran"  shall  mean  anv 
veteran  as  defined  in  Sec.  1 1 1 .36,  who  luis  suflhred.  a .permanent  service- 
connected  disahility  that  i.s  of  record  in  the  United  States  \^ci erans 
Adnimistration. 
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(Proposed) 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Sec.  111.3?  l)ctlnitLon__of'  Disahlccl  Veternn  for  Purposes  of  Fntitleinent  Under 
Xl]JsJ^Lc_LCmiJL) 

1 1 1.37.2  N 0 1_  \y i i hjyl andin>;  any  preference allovved  .under .this Rule, disabjed 

\ ctcra_ns  as  _dc fi ncd_  above  shall  all  idghts  undeiyth^^^ 

with  DisiLbjlities__  Act,  including  any  reasonable  accommodation  if 

appropriate. 

Sec.  1 1 1.38  \'etcrans  Entitlement 


1 1 1 .38.1  \'creran.  ^\'^^lo^v  or  Widoner 


a\  \ eleran  as  defined  abov'c  in  Sec.  1 1 1 .36,  or  a widow  or  widower  of  such 
veteran,  who  becomes  eligible  for  certincation  from  an  eligible  list  by 
iii Pitssin.u^core  on  an_entrance_ciLi_aJify;in^  examination  or.RLOcess, 

shall  be  entitled  to  an  additional  credit  of  five  percent  (5%)  toward  his/her 
c ntrance  qualifying  score. 

1 1 1.38.2  Disabled  Veteran.  Widow  or  Widower  of  a Disabled  Veteran 


A disaMed  A'cleranjis  defined  in  Sec.  1 1 1 .37. 1 . or  a widow'  or  yyidower  of 

such  veteran,  who  becomes  eligible  for  certincation from  an  ej,i.uible..ljst 

by  rhtaininij  a passing  score  on  an  entrance  qualifying  examination  or 
process,  shall  be  entitled  to  an  additional_credit  of  ten  percent  ('10%') 

I o\\' a rd  h i .s/h.er,e,.i.i trance  q ii a 1 i fyjnR  score . 

1 1 1.38..^  Notice  of  Veteran  Status 

■Any  indi\idual  applicant  for  entrance  cniployinent  yvitly^^d^^^^^^  liiy.itjjj 
.C_ounty_oX_San_Francisco  wishine  to  receiye._yeterans'  Preference  credit 

must  noti  fy  the  Depatlment  of  Human  R esmirc of  his/lter.yeterans,status 
a 1 .1  h c_ti  me  hc/sh  c submits  the  initial  J oh  jippJ  i c a t i on . Vet  e ran  s’  p r e fe  r e n c e 
is  Jiniitccl.to  an  annlicant  for  entrance  employment,  however,  it  mav  be 

P n to  either  an  e n 1 rape  e . on  1 y.  an  n o ii  nc  eni  en  t . p r , a , c o mb  in  ed en  trap  ce 

and  promotional  announcemcpt. 

Sec.  1 1 1.39  Fntitlement  at  Time  of  Separation  from  Active  Duty 

Ap  ijidividual  qualifyina  for  vetejiansXpiie Jercnce  as  herein, defined  shall  be 
deemed  enli tied  thereto  op  the  date  of  separation  from  active  duty  in  the 
armed  forces. 
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Sec.lll.40  Entitlement  Exhausted  Upon  Acquiring  Permanent  Appointment 

The  exercise  o veterans’  preference  shall  be  exhausted  upon 

nennanent  annointment  from  an  eligible  list  and  the  comtiLetion  Q.r..tb-fi 

required  p rob  at  ion  ary  period,.,. The,  applicatjoji  of.  any  other  N'elerans' 

credits  oir  any  other  exaniinatio^r^^^^^^^^  aiitqmatically  canccH 


Veterans  with- thirty ■(30)-d-ay: 

widawe-FS-  of-"Sueli  veterans,  ^ 

uttai n i ng -the  }>ass-H^^j-m a rk-in-i 

an-additional  credit  of  live  pen 


-or-mere  actual  service,  aF>d-^vida\v5 -or 

■ho  become  eligible  for  a|>p0i-ntt'nerFf-4>y 

a>-  en  t r-anee  ex  am  i nat  i OF>,-5t>al-l-be-al-lt>vred 

eF>t-(d-'-o)-iH-maki-ng-up-the-fet--€>r-eh^if>le5 


Sec.ll  1.3-7 


The-term-''-veteFan---as-  used-in-this-R-ule-shall-be-taken  to  mean  any  person 

has  been  nur^tereddnto.  or  served  in,- or  enlisted  m-fhe-hh-H ted  States 

Aff>ayrthe47mtetl-Trtates-^hlv■y.-the-lTti-ited^-States  Marine  Geups.-the-y+Hted 

States -.VrH-w-Air-GeFpsTthe-ynited-States-Air -Force,  or  the-L'nited-States 

Goirst--Grrardy-an(:l--ser-verl--en--aetAe  dut>Hn-said  bi'aneh  of  the  armeti-tdrees 

e-f  the-United-States,  not  including  reserve  service,  at  any  time  for  a period 

e-ytlairt-\^4eOT-tla->-^s-eF-r>iere-in-time^of-\var  and  been  separated  from-aetive 

drUt-y-and-under-eoRditions-otder -than  dislierrerable  and  not  resulting" from 

eeur-t--n->arti-al-ex-cept  no  indAddual  entering  tlie  armed  forces  on  or  after 

Amuary  27,  1973,  the  date  of-the-ereatien -of  the  volunteer  army,  shall 

receive  seterans-preTeie'fteeA-rr-Te-eiA-l— sef'-vdee-emf-anee  examarration— for 
seaxTee-e-Fany-ty-'pe-in  the  armed  forces  of  tlie-y-n-rtetTSaittesr 

Sec.ll  1.38  feafklement-at-Time  of  Sefiaa^afaen-faem-Acti^veDtatv 


In— addition.-  (in ■ individua-1— qatal-aty4n^-for  - veterans  prefeaeRee  -as-lreaew 

dellned-shall  be  deeaned-eRtilled-tlaereto-OR-lH-s-oa-lieF-date-oysepaaaticm 
-from-act i \ e d iaty-4aa4he- anned-foaces . 

Restiaetlon-on-ETalatlemefat 

No-peaaon -so-cpadafred-shall-bo  granted  veterans- preference  unless  he  or 

sTe — and-ie-ates  qualificatioR — theaeldae — on — an — elimination — appAeat+on 

aeeeAed  h>-  the  Pepartrment -of  ITaRaan-ResobH-ees-not-latet^thara-teieflTd 

years  from  the  date  of-Ais-or-heR-ArsPeRt-i-tleRrentr-theaetOT 
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8tHhM-k4Q 


Sec.1 11.41 


Sec-.-l-l-l.42 


When-ttn- eligdfrle  has-seeu-red- a pennanent  appo-mt-ment  from- a list  of 

eligibles  derived  from  an  ei-rtr-ance- examination,  in  which  he  or  she  has 

been  -allowed  additional  credits  of  live  peFC-en-t-(5%)  as  herein  provided; 


Redes,  such  other  additional  credits  of  five  percent-  (-5%)  that  have  been 

aRewed-him-or-her- on  the  list  of- eligibles- detwed-from-other  entrance 


oRtet^fef  or  lists  revised  to  accord  with  his  or  her  relative  standing  before 

serebr-add-itional  cred-ite-vvere-added-and  he  or  she  shall  not-be  allowed  such 


The  Human  Resources  Director  may,  for- services  or  employment  specified 

by-t-he-C0-mR>ission;-allo\v-geneFat-eiR-RdR44ual  preference,  but  -not-mere 

Rmn-ten-peFeent-(-l-O%);-f0r  entrance  appointment  of  wt-erans-who-have 

suffered  ■ permanent  - disability  ■ in-the-liHe-ef-dtTyr-pro\4ded-  -that  - such 

d-isabRi-R-  would  not  prevent  the  proper  perfennance  of  the  duties  required 

u-ndei-5uch-5ervice,-or  employment,  and  pro\44ed-that-sueRd-isabdRy-is-e-f 

reeord  in  the  United  States  Veterans’  Administration. 

Refinition-efRFHne-of  Way 

Ri— Rve— aRm-inistration  hereafter  of  the  prcntTsions— of  this  Rule,  the 

expression  "time  ofwar"  slvaR-4nc-l-ude  the  following- pefiods-efTnn-er 

l)  the  period  of  iRne  from  the  commencement  of  a war  as-she^m-by-an-y 

deehafaRon-of -war-of-the-Congress  of  the-UnRed -St-ates-or  by -any-statute 

or -resol  ut-ion  of  Congress,  a purpose  of  which  is  to  declare  in  any  manner 

Rie-e^is-tenee-of-a-state-oRwar— tffltil  the  time  of-terminaRon  thereof  by- any 

tfuc-eTdreat-y-e-i-peace,  cessation  of  hostilities.  oFO^Rterwisev 

2-) — Rre-pefierR-or-time-duRng-HR>icli  Ihe-RnRed-States  ■ is  or  has-been 

engaged  in  active  nRl-Rary-eperations  against-any  foreign  p€R\er,  whether 


R) — Re-period  -of  time-duni 

ng  which  the--ynited  Stales-ie 

; or  has -been 

cord'incc  ” itli 

ft 

■or -any  nation  or  natio rrs — m at-* 

power-Sr-Hvl  ret-hen-or-riobwa  rTars  ReenTb  rmal  1 d ec  1 ar^b-and 
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4)  the  period  ol~  time  during  which  the  -United— States  -is  engaged- 


person  is  eligible  t€H-ecei-ve-sihoh-a-medaf 
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^iviL  Service  Commission 
City  and  County  of  San  Francisco 

DOCUMENTS  DEPT, 

NOV  2 8 2000 

SAN  FRANCISCO 

Novembei' 21,  2d9^BLIC  LIBRARV 


NOTICE  OF  CIVIL  SERVICE  COMMISSION  ACTION 


SUBJECT:  . PROPOSED  AMENDMENT  TO  CIVIL  SER\  ICE  COMMISSION 
RULE  - 09  SERIES  - POSITION  CLASSIFICATION  AND 

RELATED  RULES. 


At  its  meeting  of  November  20.  2000  the  Civil  Service  Commission  had  for 
its  consideration  the  above  matter. 

It  was  the  decision  of  the  Commission  to  adopt  amendment  to  Civil  Seiwice 
Commission  Rule  - 09  Series  - Position  Classification  and  Related  Rules. 

If  this  matter  is  subject  to  the  Code  of  Civil  Procedure  (CCP)  Section  1094.5, 
the  time  within  which  judicial  review  must  be  sought  is  set  forth  in  CCP  Section 
1094.6. 


CIVIL  SERVICE  COMMISSION 


KATE  FAVETTI 
Executive  Officer 


cc:  Ray  J.  Antonio,  Local  250-A,  AFL-CIO,  1508  Fillmore  St.,  Ste.  211,  S.F.,  CA  94115 

David  Bowman,  Auto  Mechanics  Lodge  No.  1414,  150  So.  Blvd.,  San  Mateo,  CA  94402-2470 

Bob  Britton,  Operating  Engineers,  Local  3,  1620  South  Loop  Rd.,  Alameda,  CA  94502 

John  Casey,  Bay  Counties  DCC,  448  Hegenberger  Rd.,  Oakland,  CA  94621-1418 

Chris  Cunnie,  Police  Officers’  Association,  510  - 7^*'  Stieet,  S.F.,  CA  94103 

Alice  Fialkin,  Transport  Workers  Union,  Local  200,  1508  Fillmore  St.,  Ste.  211,  S.F.,  CA  94115 

James  Gaan,  SFAPOA,  2345  - 24th  Ave.,  S.F.,  CA  941 17 

Duane  Hadley,  DA  Investigators  Assoc.,  P.O.  Bo.x  77567,  S.F.,  CA  94107 

John  Hanley,  Firefighters  Local  798,  1 139  Mission  St.,  2nd  Floor,  S.F.,  CA  94103 

Tom  Harrison,  Laborers  Union  Local  261,  327 1 - 18th  Street,  S.F.,  CA  94110 

Glenn  Hunt,  M.A.E.A.,  Local  21,  30  Van  Ness  Avenue,  Ste.  4100,  S.F.,  CA  94102 

Larry  Jacobson,  MRPO,  25  Van  Ness  Avenue,  Suite  400,  S.F.,  CA  94102 

Brad  Jerrell,  l.A.T.S.E.  Local  16,  240  Second  Street,  S.F.,  CA  94105 

Linda  Joseph,  Local  535,  SEIU,  AFL-CIO,  661  - 27th  Street,  Oakland,  CA  94612-0920 

Leo  Juarez,  Roofers  & Waterproofers  Local  40,  55  Fillmore  Street,  S.F.,  CA  94117 

Susan  Kaplan,  M.A.A.,  P.O.  Box  194265,  S.F.,  CA  941 19 

Lt.  Gary  Kong,  IPOA,  Inc.,  SFPD,  Rm.  H-2,  375  Laguna  Honda  Blvd.,  S.F.,  CA  94116 
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Joseph  Lanthier,  Teamsters  Local  856,  453  San  Mateo  Ave.,  San  Bruno,  CA  94066 

Ed  Liebemran,  Operating  Engineers  Local  3,  375  So.  Mayfair,  Suite  214,  Daly  Cityyyyy,  CA  94015 

Sidney  Martin,  Cement  Masons  Local  580,  2660Ne\vhall  St.,  Rm.  160,  S.F.,  CA  94124 

Lairy  Mazzola,  Plumbers  & Steamfitters  Local  38,  1621  Market  Street,  S.F.,  CA  94103 

Ellen  Starbird,  c/o  Local  616,  SEIU,  337  - 17th  Sti'eet,  Oakland,  CA  94612-1602 

Greg  Miranda,  B.  A.  C.  Local  3,  8400  Enteiprise  Way,  Ste.  103,  Oakland,  CA  94621 

Doris  Mitchell,  Local  250,  SEIU,  AFL-CIO,  973  Market  Street,  7th  Floor,  S.F.,  CA  94103 

Joe  Mitchell,  Flod  Carriers  Local  36,  6229-A  Mission  St.,  Daly  City,  CA  94014 

Kent  Mitchell,  United  Educators  of  S.F.,  Local  61,  655  - 14th  Street,  S.F.,  CA  941 14 

Josie  Mooney,  SEIU  Local  250,  535,  & 790,  1390  Market  St.,  Ste.  1118,  S.F.,  CA  94102-5305 

Josie  Mooney,  S.F.  Labor  Council,  1 188  Franklin  St.,  #203,  S.F.,  CA  94109 

Robert  Morales,  Teamsters,  Local  350,  295  - 89'^'  Street,  Suite  304,  Daly  City,  CA  94015 

Steve  Muller,  Painter’s  Union  Local  4,  2660  Nevvhall  Street,  S.F.,  CA  94124 

Chester  Muiphy,  Plasterers’  & Shophands’  Local  66,  2660  Newhall,  Ste.  203,  S.F.,  CA  94124  • 

Jolm  J.  O’Rourke,  Electrical  Workers  Local  6,  55  Fillmore  St.,  S.F.,  CA  94117 

Joe  Pelayo,  P.&T.E./SFAPP  Local  21,  1 182  Market  St.,  Room  425,  S.F.,  CA  94102-492 1 

LaWamia  Preston,  SEIU  Local  790,  1390  Market  St.,  Ste.l  1 18,  S.F.,  CA  94102-5305 

Dan  Prince,  Ironworkers  Local  377,  570  Bameveld  Street,  S.F.,  CA  94124 

David  Rhodes,  Pile  Drivers  Local  34,  55  Hegenberger  PI.,  Oakland,  CA  94621-1301 

Sal  Rosselli,  Local  250,  SEIU,  AFL-CIO,  973  Market  Street,  7th  Floor,  S.F.,  CA  94103 

John  Sanford,  Jr.,  Officers  for  Justice  Assoc.,  5126  - 3rd  Street,  S.F.,  CA  94124 

Mary  Ellen  Scherer,  SFOCRA,  Civic  Center  Courthouse,  Room  103,  400  McAllister  St.,  S.F.,  CA  94102 

John  Singleton,  Building  Inspectors  Assoc.,  1660  Mission  St.,  S.F.,  CA  94103 

Stanley  Smith,  SFBCTC,  2660  Newhall  St.,  Room  1 16,  S.F.,  CA  94124-2527 

Raymond  R.  Sullivan,  M.E.  A.,  World  Trade  Center,  #216,  S.F.,  CA  941 1 1-4202 

Phil  Tarantino,  Teamsters  Local  853,  1 103  Airport  Blvd.,  So.S.F.,  CA  94080 

Kevin  Barry,  Stationary  Engineers  Local  39,  337  Valencia  Street,  S.F.,  CA  94103 

Albert  Waters,  II,  Deputy  Sheriffs’  Assoc.,  850  Bryant  St.,  Ste.  700,  S.F.,  CA  94103 

Robert  Weinmann  M.D.,  Physicians  & Dentists  (UAPD),  1330  Broadway  #730,  Oak.,  CA  94612 

Larry  Whiteman,  Sheet  Metal  Workers’  Local  104,  1939  Market  Street,  S.F.,  CA  94103 

William  M.  Wong,  Carpenters  Local  No.  22,  2660  Newhall,  Ste.  200,  S.F.,  CA  94124-2527 

Douglas  P.  Yamamoto,  Glaziers  Local  718,  2660  Newhall  St.,  Ste.  100,  S.F.,  CA  94124-2527 
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City  and  County  of  San  Francisco 


Adrienne  Pon 
President 
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Donald  a.  Casper 
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Morgan  R.  Gorrono 
Commissioner 


Kate  Favetti 
ExEci  LIVE  Officer 


MEMORANDUM 
CSC  NO.  2001-04 

San  I'lancisco  Public  labiary 
Atln:  Susan  Ilildrclh 
100  [.arkin  Street 

Date:  February  5, 2001  Box  41  (AD) 

To:  Department  Heads 

Departmental  Personnel  Officers 
Employee  Organizations  Representatives 

From:  Kate  Favetti 

Executive  Officer 

Subject:  Proposed  Amendments  to  Civil  Service  Commission  Rules  on 

the  Definition  of  the  Probationary  Period  (Rule  17  Series) 
affecting  all  employees. 

The  Civil  Service  Commission  acted  on  January  8,  2001  to  post  proposed 

amendments  to  the  Rules  on  the  Probationary  Period  (Rule  1 7 Series)  affecting 

all  employees. 


The  current  Rule  section  on  the  definition  of  the  Probationary  Period  states: 


1 . The  final  and  most  important  phase  of  the  selection  process  and  is  to  be 
used  for  evaluating  the  performance  of  an  employee  in  the  position  to 
which  appointed;  and, 


2.  A period  of  regularly  scheduled  hours  worked,  excluding  any  time  off  for 
leave,  vacation,  other  types  of  time  off  or  overtime. 


Clearly,  the  probationary  period  is  utilized  to  evaluate  the  employee’s  on-the-job 
performance  when  the  employee  is  on  duty  and  working.  However,  to  further 
clarify  the  definition,  the  following  Rule  amendment  affecting  all  employees,  is 
proposed: 

1 . A period  of  regularly  scheduled  hours  worked,  excluding  any  time  off 
for  leave,  vacation,  other  types  of  time  off  (NOT  INCLUDING 
LEGAL  HOLIDAYS),  or  overtime. 
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Requests  to  meet  and  confer  by  recognized  employee  organizations  or  requests  to  consult 
by  other  pai  ties  on  these  proposed  Rules  changes  must  be  submitted  in  writing  to: 


Gene  Rucker,  Labor  Negotiator 
Civil  Service  Commission 
25  Van  Ness  Avenue,  Suite  720 
San  Francisco,  CA  94102 


Requests  may  be  sent  by  fax  to  (415)  252-3260.  Mailed  or  faxed  requests  to  meet  must 
include  the  name  and  telephone  number  of  a contact  person  and  must  be  received  no  later 
than  5:00  p.m.,  Friday,  February  23,  2001.  Should  any  recognized  employee 
organization  or  other  party  fail  to  request  meet  and  confer  or  consultation  on  the  proposed 
amendment  by  5:00  p.m.,  Friday.  February  23,  2001,  such  failure  shall  be  deemed  an 
unequivocal  waiver  of  the  right  to  meet  and  confer  or  consultation;  and,  the  proposed 
amendment  to  the  Rule  17  Series  - Probationary  Period  will  proceed  to  be  finalized  and 
adopted  without  further  notice. 

If  there  are  any  questions,  contact  Gene  Rucker,  Labor  Negotiator,  Civil  Service 
Commission  at  (415)  252-3250. 


CIVIL  SERVICE  COMMISSION 


KATE  FAVETTI 
Executive  Officer 


Attachment 


City  and  County  of  San  Francisco 


Civil  Service  Commission 


Rule  117 

Probationary  Period 

Applicability:  Rule  1 17  shall  apply  to  employees  in  all  classes  who  started  work  in  a permanent  civil 
seiwice  status  on  or  after  March  16,  1998;  except  the  Uniformed  Ranks  of  the  Police 


and  Fire  Departments  and  MTA  Service-Critical  classes. 

Sec.  117.1 

Requirement  for  a Probationary  Period 

117.1.1 

Any  person  appointed  to  a permanent  civil  service  position  shall  serve  a 
probationary  period. 

117.1.2 

Nothing  in  these  provisions  is  intended  to  infringe  upon  or  restrict  the 
authority  of  an  appointing  officer  in  releasing  a probationary  employee  as 
provided  in  these  Rules. 

Sec.  117.2 

Definition  of  Probationary  Period 

The  probationary  period  is  defined  as: 

117.2.1 

The  final  and  most  important  phase  of  the  selection  process  and  is  to  be 
used  for  evaluating  the  perfomiance  of  an  employee  in  the  position  to 
whieh  appointed;  and 

117.2.2 

A period  of  regularly  scheduled  hours  worked,  excluding  any  time  off  for 
leave,  vacation,  other  tvnes  of  time  off  (not  includinu  leual  holidays),  or 
overtime. 

Sec.  117.3 

Appointments  Subiect  to  the  Probationary  Period 

A probationary  period  is  required  for  all  of  the  following  types  of 
permanent  appointments: 

117.3.1 

Appointment  from  an  eligible  list; 

117.3.2 

Appointment  following  layoff  or  involuntary  leave  when  the  appointment 
is  to  a class  and/or  department  other  than  the  one  from  which  laid  off,  or 
when  a probationary  period  has  not  been  previously  served  in  the  class  and 
department; 

117.3.3 

Appointments  by  transfer  to  a position  in  the  same  class  in  another 
department,  status  transfer  under  the  status  rights  of  Americans  With 
Disabilities  Act  provisions  of  these  Rules,  or  technological  transfer; 

117.3.4 

Reappointment  of  resignees; 

CSC  Rules  - Volume  1 
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City  and  County  of  San  Francisco 


Civil  Serv'ice  Commission 


Rule  217 

Probationary  Period 

Applicability;  Rule  217  shall  apply  to  all  classes  of  the  Uniformed  Ranks  of  the  San  Francisco  Police 
Department 


Sec.  217.1 

Requirement  for  a Probationarv  Period 

217.1.1 

Any  person  appointed  to  a pemianent  civil  service  position  shall  serve  a 
probationary  period. 

217.1.2 

Nothing  in  these  provisions  is  intended  to  infringe  upon  or  restrict  the 
authority  of  an  appointing  officer  in  releasing  a probationary  employee  as 
provided  in  these  Rules. 

Sec.  217.2 

Definition  of  Probationarv  Period 

217.2.1 

The  probationary  period  is  defined  as  the  final  and  most  important  phase 
of  the  selection  process  and  is  to  be  used  for  evaluating  the  performance  of 
an  employee  in  the  position  to  which  appointed;  and 

217.2.2 

A period  of  regularly  scheduled  hours  worked,  excluding  any  time  off  for 
leave,  vacation,  other  types  of  time  off  (not  including  leual  holidays),  or 
overtime. 

Sec.  217.3 

Appointments  Subiect  to  the  Probationarv  Period 

A probationary  period  is  required  for  all  of  the  following  types  of 
permanent  appointments: 

217.3.1 

Appointment  from  an  eligible  list; 

217.3.2 

Appointment  following  layoff  or  involuntary  leave  when  the  appointment 
is  to  a class  and/or  department  other  than  the  one  from  which  laid  off,  or 
when  a probationary  period  has  not  been  previously  served  in  the  class  and 
department; 

217.3.3 

Appointments  by  transfer  to  a position  in  the  same  class  in  another 
department,  status  transfer  under  the  status  rights  of  Americans  with 
Disabilities  Act  provisions  of  these  Rules,  or  technological  transfer; 

217.3.4 

Reappointment  of  resignees; 

217.3.5 

Reinstatement  at  the  request  of  the  employee  to  a permanent  position  in  a 
former  class  in  a department  other  than  a department  in  which  the 
probationary  period  had  been  completed  in  this  former  class; 

CSC  Rules  - Volume  II  - SFPD 


. 217.2 


I 


City  and  County  of  San  Francisco 


Civil  Sei-vice  Commission 


Rule  317 

Probationary  Period 

Applicability:  Rule  317  shall  apply  to  all  classes  of  the  Uniformed  Ranks  of  the  San  Francisco  Fire 
Department. 


Sec.  317.1 

Requirement  lor  a Probationarv  Period 

317.1.1 

Any  person  appointed  to  a permanent  civil  service  position  shall  serve  a 
probationary  period. 

317.1.2 

Nothing  in  these  provisions  is  intended  to  infringe  upon  or  restrict  the 
authority  of  an  appointing  officer  in  releasing  a probationary  employee 
as  provided  in  these  Rules. 

Sec.  317.2 

Definition  of  Probationary  Period 

317.2.1 

The  probationary  period  is  defined  as  the  final  and  most  important  phase 
of  the  selection  process  and  is  to  be  used  for  evaluating  the  performance 
of  an  employee  in  the  position  to  which  appointed;  and 

317.2.2 

A period  of  regularly  scheduled  hours  worked,  excluding  any  time  off 
for  leave,  vacation,  other  types  of  time  off  (not  including  leual  holidays), 
or  overtime. 

Sec.  317.3 

Appointments  Subiect  to  the  Probationarv  Period 

A probationary  period  is  required  for  all  of  the  following  types  of 
permanent  appointments: 

317.3.1 

Appointment  from  an  eligible  list; 

317.3.2 

Appointment  following  layoff  or  involuntary  leave  when  the 
appointment  is  to  a class  and/or  department  other  than  the  one  from 
which  laid  off,  or  when  a probationary  period  has  not  been  previously 
served  in  the  class  and  department; 

317.3.3 

Appointments  by  transfer  to  a position  in  the  same  class  in  another 
department,  status  transfer  under  the  status  rights  of  Americans  with 
Disabilities  Act  provisions  of  these  Rules,  or  technological  transfer; 

317.3.4 

Reappointment  of  resignees; 
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City  and  County  of  San  Francisco 


Civil  Serv  ice  Commission 


Rule  417 

Probationary  Period 

Applicability: 

Rule  417  shall  apply  to  all  Ser\-ice-Critical  classes  of  the  Municipal  Transportation 
Agency  (MTA). 

Sec.  417.1 

Requirement  for  a Probationary  Period 

417.1.1 

Any  person  appointed  to  a pennanent  civil  service  position  shall  serve  a 
probationary  period. 

417.1.2 

Nothing  in  these  provisions  is  intended  to  infringe  upon  or  restrict  the 
authority  of  an  appointing  officer  in  releasing  a probationary’  employee 
as  provided  in  these  Rules. 

Sec.  417.2 

Definition  of  Probationary  Period 

417.2.1 

The  probationary  period  is  defined  as  the  final  and  most  important  phase 
of  the  selection  process  and  is  to  be  used  for  evaluating  the  performance 
of  an  employee  in  the  position  to  which  appointed;  and 

417.2.2 

A period  of  regularly  scheduled  hours  worked,  excluding  any  time  off 
for  leave,  vacation,  other  tvpes  of  time  off  (not  includins  leeal  holida\  s), 
or  overtime. 

Sec.  417.3 

Appointments  Siibiect  to  the  Probationary  Period 

.A  probationary  period  is  required  for  all  of  the  following  t>pes  of 
pennanent  appointments: 

417.3.1 

Appointment  from  an  eligible  list; 

417.3.2 

Appointment  following  layoff  or  involuntary  leave  \\hen  the 
appointment  is  to  a class  and'or  department  other  than  the  one  from 
which  laid  off,  or  when  a probationaiy  period  has  not  been  preN’ioush’ 
served  in  the  class  and  department; 

417.3.3 

Appointments  by  transfer  to  a position  in  the  same  class  in  another 
department,  status  transfer  under  the  status  rights  of  Americans  With 
Disabilities  Act  provisions  of  these  Rules,  or  technological  transfer; 

417.3.4 

Reappointment  of  resignees; 
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